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1(16)50  z 'll) 

Identification  Media 

1(16)51  (•»  .U 
General 

1(16)51.1  tJ-z-en 
Scope 

These  instructions  describe  authorized  iden- 
tification mc'dia  winch  may  be  used  by  active 
duty  Internal  Revenue  Service  personnel  in  the 
performance  of  their  official  duties  Ibis  also 
prescribes  requirements  for  the  issuance,  con- 
trol and  uso  of  official  identification  media,  and 
replicas  of  official  ID  media  for  retirement  or 
honorary  mementos  or  similar  purposes. 

1(16)51  .2  (1 0-26-8?) 

Responsibilities 

(1)  The  Assistant  Commissioner  (Human  Re- 
sources Management  and  Support)  is  autho- 
rized to  prescribe  identification  media  for  use 
within  the  Internal  Revenue  Service. 

(2)  Tho  Diroctor,  Facilities  and  Information 
Management  Support  Division,  HR:F  is  respon- 
sible for  planning,  developing,  implementing, 
evaluating,  and  controlling  the  Servicewide 
Identification  Media  program. 

(3)  The  Chief.  National  Office  Property  Secu- 
rity and  Records  Unit  and  the  Chiefs,  Regional 
Security  function/staff  are  responsible  for  im- 
plementing, evaluating,  and  otherwise  manag- 
ing the  regional  identification  program. 

(A)  The  Chiofs,  Regional  Security  function/ 
staff,  and  the  local  Security  offices  in  each  dis- 
trict. service  center.  National  Computer  Center, 
Data  Center,  and  National  Office  Property,  Se- 
curity and  Records  Unit  will  implement  and  con- 
trol the  identification  media  program  in  offices 
for  which  they  are  responsible. 

(5)  Each  supervisor  is  responsible  for  insur- 
ing that  personnel  under  his/her  supervision 
possess  only  authorized  identification  media 
and  that  such  media  are  used  and  displayed 
properly.  Each  supervisor  is  also  responsible 
for  reporting  unauthorized  use  of  identification 
media  to  Inspection  and  to  the  local  Security 
Officer. 

1(16)51.3  (5-30-84; 

Definition;  Authorized  ID  Media; 

Terms  Used 


1(16)51.31  o i!>  *n 

Definition 

Internal  Revenue  Service  identilication 
ilia  includes  any  pass,  badgo.  crodentia 
card  or  sunilat  items,  which  contain  the  Ina 
Revenue  name,  seat  or  symbol,  used  lo  id< 
the  bearer  and  normally  carried  or  worn  b 
bearer.  Identification  media  will  also  inc 
one  or  more  of  the  following:  the  bearer  s n. 
signntuio,  birth  date  or  physical  character: 
ol  the  bearer,  the  bearer’s  photo,  a serial  r 
her,  an  authorizing  or  validating  signature, 
information  to  indicate  the  purpose  of 
badge  or  to  indicate  the  boaror  lias  boon 
daily  authorized  to  perform  certain  act 
duties. 

1(16)51.32  (2-19-07) 

Authorized  Identification  Media 

(1)  Internal  Revenue  Service  employ 
who  are  authorized  and  required  to  use  idei 
cation  media  in  the  performance  ot  official 
ties  may  be  issued  one  of  the  following 
appropriate: 

(a)  ID  Card— (see  IRM  1(16)52) 

(b)  Pocket  Commission — (see  b 
1(16)53) 

(c)  Enforcement  Badge — issued  to  Ci  J 
nal  Investigation  and  Inspection  person 
only.  (See  IRM  1(16)54  and  55.) 

(d)  Calling  Cards— (see  IRM  1(16)56) 

(e)  Automobile  Identification  Cards—  (. 
IRM  1(16)53) 

(f)  Other  identification  media  specific  j 
approved  in  writing  by  the  Facilities  and  In 
mation  Management  Support  Division. 

1(16)51.33  (10-26-07) 

Terms  Used 

(1)  The  term  identification  media  will  be 
ferred  to  as  ID  media. 

(2)  The  term  "center”  includes  all  sen. 
centers,  the  National  Computer  Center.  ; 
Data  Center,  and  alt  associated  "off-site  i 
cafeteria  space. 

(3)  For  the  purpose  of  this  Manual,  the  . 

tional  Office  Property.  Security  and  Reco 
Unit  is  considered  to  be  the  equivalent  c 
Regional  Security  function.  Therefore,  any 
quirements  placed  on  the  regions  also  appl> 
the  National  Office.  
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1(16)51.4  (2-19-87; 

Retirement  Mementos,  Honorary 
Presentations,  and  Other  Replicas 
of  Identification  Media 

(1)  Internal  Revenue  identification  media  are 
issued  solely  for  use  by  authorized  employees 
in  l!  10  performance  ol  official  duties  and,  in  the 
case  of  the  ID  card,  for  personal  identification. 
ID  media  may  not  be  used  for  retirement  me- 
mentos, honorary  presentations,  or  similar  pur- 
posos,  except  as  follows: 

(a)  Pocket  Commissions  (see  IRM 
1(16)53) 

(b)  Enforcement  Badges  (see  iRM 
1(16)55) 

(c)  This  prohibition  does  not  apply  to  pho- 
tographic or  printed  reproductions  used  in  offi- 
cial Government  publications  and  displays. 
(See  IRM  1(16)51. 5:(1)) 

1(16)51.5  (2-19-87; 

Restrictions  and  Penalties 

(1)  In  accordance  with  Policy  Statomont 
P-1-140,  Internal  Revenue  Service  employees 
may  not  display  any  form  of  identification  asso- 
ciating them  with  the  Service  which  has  not 
been  officially  authorized  by  the  National  Of- 
fice. Development  of  new  identification  media 
or  methods  of  use,  assembly  or  display,  or  mod- 
ifications of  existing  media  or  methods  of  use  or 
display  must  be  coordinated  in  advance  with 
the  Director.  Facilities  and  Information  Man- 
agement Support  Division  and  approved  by  the 
Assistant  Commissioners  of  the  functional  ar- 
eas involved. 

(2)  The  Director,  Facilities  and  Information 
Management  Support  Division,  (PM:HR:F),  will 
authorize  the  printing  or  reproduction  of  any 
type  of  Internal  Revenue  ID  Media.  Requests 
for  authorization  must  be  submitted  in  writing,  in 
advance,  to  PM:HR:F. 

(3)  Section  701,  Title  18  of  the  U.S.  Code, 
prescribes  a penalty  of  $250  or  six  months  im- 
prisonment, or  both  for  "Whoever  manufac- 
tures, soils  or  possesses  any  badge,  identifica- 
tion card  or  other  insignia  of  the  design  pre- 
scribed by  the  head  of  any  department  or  agen- 
cy of  the  United  States  for  use  by  any  officer  or 
employee  thereof,  or  any  colorable  imitation 
thereof,  or  photographs,  prints,  or  in  any  other 
manner  makes  or  executes  any  engraving,  pho- 
tograph, print  or  impression  in  the  likeness  of 
any  such  badge,  identification  card,  or  other 
insignia,  or  any  colorable  imitation  thereof,  ex- 
cept as  authorized  under  the  regulations  made 
pursuant  to  law."  Section  499  of  Title  18,  U.S. 
Code,  prescribes  similar  penalties. 


1(16)51.4  MT  1(16)00-79 

IR  Manual 


(4)  Employees  should  immediately  and  di- 
rectly report  allegations  or  information  regard- 
ing unauthorized  uso,  counterfeiting,  alteration, 
reproduction,  etc.,  to  the  noarest  servicing  In- 
spection oflico.  Tho  telephone  numbers  of  In- 
spection’s offices  are  posted  on  bulletin  boards 
in  every  Internal  Revenue  office.  The  calls  may 
be  made  colloct. 


1(16)51.6  (ro-26-87; 

Protection  of  Identification  Media 

(1)  Employees  must  take  precautions  to  pre- 
vent loss  or  thoft  of  pocket  commissions,  ID 
Cards,  enforcement  badges,  and  othor  types  of 
identification  media.  In  the  hands  of  an  unau- 
thorized porson,  these  items  have  tho  potential 
of  bringing  serious  discredit  and  adverse  public- 
ity to  the  Service.  Identification  media  should 
not  bo  left  in  unattended  briefcases,  unlocked 
desk  drawers  or  automobiles,  but  should  be 
carried  on  the  person.  When  not  in  use  they 
should  be  stored  in  a locked  container  or  loft 
with  the  supervisor.  (See  Exhibit  300-3  in  IRM 
1(16)12,  Manager’s  Security  Handbook.) 

(2)  Managers  must  counsel  employees  con- 
cerning safeguards  when  there  is  a repeated 
loss  of  ID  cards,  pocket  commissions,  enforce- 
ment badges  or  other  ID  media.  (See  IRM 
1(16)51.7:(1).) 


1(16)51.7  (2- 1 9-87) 

Lost  or  Stolen  Identification 
Media 

(1)  If  an  employee’s  ID  card  or  pocket  com- 
mission is  lost,  stolon,  or  destroyed,  the  em- 
ployee will  report  this  immediately,  in  writing, 
through  supervisory  channels  to  the  local  Secu- 
rity Officer,  explaining  tho  circumstances  and 
recovery  attempts.  If  an  employee’s  enforce- 
ment badge  is  lost,  stolon,  or  destroyed,  the 
employee  will  report  this  immediately  in  writing, 
through  supervisory  channels  to  the  issuing  of- 
ficial. (See  IRM  1(16)54.4.)  These  reports  must 
be  annotated  by  tho  employee’s  supervisor 
with  a statement  concerning  what  disciplinary 
action,  if  any,  was  taken.  A copy  of  field  employ- 
ee reports  will  be  forwarded  to  the  Regional 
Inspector  as  soon  as  possible.  A copy  of  Na- 
tional Office  employee  reports  should  be  for- 
warded to  the  Internal  Security  Division,  l:IS. 
The  authorizing  officer  in  the  regions  will  ensure 
both  that  original  reports  on  lost  commissions 
and  enforcement  badges  are  kept  in  a separate 
file  in  order  to  make  them  readily  available  and 
that  a copy  of  each  report  is  sent  to  National 
Office,  PM:HR:F:S:PS. 
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(2)  The  recovery  of  any  typo  of  identification 
media  must  be  reported  to  the  issuing  official 
and  Inspection  (if  items  wore  reported  to  In- 
spection as  lost),  so  that  local  accountability 
records  may  be  adjusted  to  reflect  the  rocovery. 
The  lecovoied  media  may  bo  uithot  dosltoycd 
or  reissued,  as  appropriate 

(3)  In  the  case  of  a lost  or  stolen  ID  card  with 
a restricted  area  designator,  the  employee's 
manager  will  notify  the  manager  of  that  restrict- 
ed area.  If  an  ID  card  is  lost  or  stolen  from  an 
employee  on  an  Authorized  Access  List,  the 
employee's  manager  will  notify  the  restricted 
area  manager. 

1(16)51.8  (10-PCS7) 

Supplies 

(1)  In  order  to  maintain  an  adequate  supply  of 
forms: 

(a)  Regions  will  submit  an  estimate  of 
Forms  6054, 6055,  G056,  lower  pocket  commis- 
sion inserts  and  maroon  leather  pocket  com- 
mission folders  needed  for  the  next  fiscal  year, 
by  July  31st  of  each  year.  The  regions  will  con- 
solidate the  district  and  service  centers  esti- 
mates, and  submit  the  consolidation  to  the 
Chief,  Physical  Security  Section,  National  Of- 
fice, HR:F:S:PS.  (See  Exhibit  1(16)50-1  for  sug- 
gested format.) 

(b)  All  other  forms  will  be  requisitioned 
through  the  Centralized  Inventory  Distribution 
System  (CIDS).  Regions  will  develop  a list  of 
authorized  persons  and  advise  the  appropriate 
distribution  center.  Only  designated  employees 
will  be  able  to  order  ID  media  forms  from  the 
distribution  centers. 

(2)  Other  supptios  such  as  film,  chains,  clips, 
etc.  will  be  obtained  locally. 

1(16)51.9  (5-30-04) 

Mailing  of  ID  Media 

(1)  When  mailing  ID  media,  controlled  means 
must  be  used. 

(2)  The  Facilities  Mai!  Coordinator  should  bo 
contacted  for  the  proper  method  of  control. 
Locations  with  Express  Mai!  networks  may  uti- 
lize that  system. 

1(16)51.(10)  (5-OCMM) 

Records  and  Accountability 

(1)  Annually,  the  accuracy  of  the  ID  card, 
pocket  commission  and  enforcement  badge 


records  will  be  audited  and  reconciled  agai 
ttie  numerical  and  alphabetical  filos  on  a st. 
p'o  basis  (See  IRM  1(16)52.(11).  Form  6665, 
Media  Review  Memorandum,  will  bo  used 
this  purposo.  Do  not  mail  this  form  to  tho  hO‘ 
address  of  tho  employee.  (Seo  Exhi: 
1(16)50-3.) 

(2)  Since  every  employee  may  be  authoriz 
an  ID  Card,  these  records  will  be  the  prim 
records  checked.  The  back  of  Form  6665,  a> 
asks  the  ID  card  holder  if  they  have  a doc! 
commission  in  their  possession.  This  will  a 
satisfy  requirements  in  (1)  above  for  poc- 
commissions  and  enforcement  badges.  S 
Exhibits  1(16)50-2  and  1(16)50-3. 

(3)  Form  1930,  Custody  Receipt  for  Gove 
ment  Property,  will  be  used  when  issuing  any 
media,  except  for  the  ID  card.  See  Exhi: 
1(16)50-13  and  Exhibit  1(16)50-15.  Since  t 
employee  signs  the  form  used  to  make  tho 
card,  the  receipt  of  the  card  is  therefore  cons 
ered  acknowledged.  Any  local  forms,  that  are 
the  same  physical  size  and  contain  tho  sar 
information  as  Form  1930,  may  be  used. 

1(16)51.(11)  (2-16-67) 

Recommended  Changes  In 
Instructions  And  Procedures 

Input  from  all  organizations  involved  in  l 
implementation  of  any  ID  media  program  is  i 
licited  so  that  the  Service  will  derive  maxirm 
benefit  from  it.  To  accomplish  this,  all  propos 
changes  or  additions  to  the  program  outlined 
this  Manual  should  be  submitted  through  sup<. 
visory  channels  to  the  National  Offii 
(PM:HR:F:S:PS). 

1(16)51.(12)  (5-30-64) 

ID  Media  of  Other  Agencies 

Undor  normal  conditions,  except  in  data  p. 
cessing  facilities,  the  identification  media  as- 
hy Government  employees  of  other  agenci 
should  be  honored  for  entry  of  the  bearer,  d. 
ing  working  hours,  to  Service  offices  for  offic 
business,  unless  circumstances  cast  some  r* 
sonable  doubt  on  the  authenticity  or  validity 
the  media,  or  tho  matching  identity  or  autho< 
of  the  bearer. 

1(16)52  (5-30-84) 
identification  Card 
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1(16)52.1  (tO  .‘0  C7) 

General 

(1)  ID  cards  will  bo  issued  at  tho  discretion  of 
the  Regional  Commissioners,  District  Diroctors 
and  Regional  Counsels  (or  their  respective  em- 
ployees. Local  Directivos  will  take  into  consid- 
eration the: 

(a)  needs  of  employees  in  official  travol 
status; 

(b)  community  requirements  for  employ- 
ment identification  in  the  check  cashing  pro- 
cess in  an  effort  to  minimize  employeo  inconve- 
nience; and 

(c)  local  security  needs. 

(2)  The  use  of  a personnel  identification  sys- 
tem is  necessary  in  locations  where  strict  entry 
control  is  required.  Systems  vary  between  just 
carrying  a pholo  identification  card  to  tho  re- 
quired wearing  of  same  at  all  times  while  in  tho 
facility  or  aroa. 

(3)  In  order  to  maintain  the  integrity,  respect, 
and  acceptance  of  this  ID  card,  much  effort  will 
have  to  be  expended  to  make  certain  that  unau- 
thorized personnel  never  have  access  to  tho 
card  stock  and  equipment,  that  an  employee 
never  has  more  than  one  ID  card  in  their  pos- 
session and  ttiat  cards  are  recovered  from  per- 
sonnel who  leave  the  Service. 

(4)  The  term  "ID  card"  or  “card”  instead  of 
ID  badge  or  badge  will  be  used  to  avoid  the 
possibility  of  confusing  the  law  enforcement 
badge  with  the  ID  card. 

(5)  The  term  “ID  card  unit,"  or  “ID  badge 
unit"  whenever  referred  to  means  the  Security 
function  for  the  issuing  office. 

1(16)52.2  (2-t»-e7) 

Responsibilities 

(1)  Tho  Director,  Facilities  and  Information 
Management  Support  Division,  is  responsible 
for  planning,  developing  and  overall  direction  of 
the  program  to  provide  a multi-purpose  identifi- 
cation card  for  all  Service  employees. 

(2)  The  Chief,  Facilities  Management 
Branch  in  the  region,  is  responsible  for  direct- 
ing, monitoring,  and  evaluating  the  personnel 
identification  program,  its  operations  and  pro- 
cedures in  his/her  region. 

(3)  The  Director,  National  Office  Resources 
Management  Division,  is  responsible  for  main- 
tenance and  control  of  the  program  at  the  Na- 
tional Office;  and  for  directing,  monitoring  and 
evaluating  the  personnel  identification  pro- 
gram, its  operations  and  procedures  in  the  Na- 
tional Computer  Center  and  the  Data  Center. 
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(4)  The  Chiefs  uf  tho  Security  function  in  tho 
regions,  service  centers.  Data  Center,  and  Na- 
tional Computer  Contor  and  tho  district  Socurity 
function  are  responsible  for  tho  maintenance 
and  control  of  the  program  within  their  respec- 
tive areas  of  responsibility. 

(5)  Chiefs,  Personnel  Branch,  are  responsi- 
ble for  furnishing  tho  card  units  information  nec- 
essary to  ensure  that  all  now  Internal  Rovonue 
Service  employ oos  obtain  an  ID  card,  vvhoie 
required. 

(G)  All  supcrvisois  have  the  responsibility  to; 

(a)  determine  that  employees  under  their 
supervision  are  issued  ID  cards  and  wear  their 
ID  cards  properly  at  all  times  while  in  a contcr,  in 
all  restricted  areas  in  districts  and  regions,  and 
other  officos  as  spooified  by  local  manage- 
ment. See  IRM  1(16)52.4,  for  proper  method  of 
woarmg  card. 

(b)  collect  the  ID  cards  of  intermittent  em- 
ployees; employees  who  resign,  retire  or  trans- 
fer; employees  placed  in  nonwork  status,  i.e., 
seasonal,  indefinite,  LWOP,  and  WAE,  on  their 
last  workday  and  send  them  to  the  Security 
function  for  disposition  per  IRM  1(16)52.(10):4. 

(c)  determine  that  only  authorized  person- 
nel are  in  the  work  area  for  which  they  ere 
responsible,  and  immediately  challenge  the 
presence  of  suspected  unauthorized  persons 
in  their  area; 

(d)  request  replacement  ID  cards  for  their 
employees;  and 

(e)  inform  all  employees  under  their  con- 
trol of  tho  importance  of  good  socurity 
practices. 

(7)  All  employees  and  other  persons  issued 
ID  cards  are  responsible  for: 

(a)  safeguarding  their  ID  cards; 

(b)  wearing  their  ID  cards  properly  at  all 
times  during  working  hours  when  required  (see 
IRM  1(16)52.4  for  proper  method  of  wearing  ID 
card); 

(c)  promptly  reporting  loss  of  their  ID  cards 
to  their  supervisor, 

(d)  immediately  reporting  to  their  supervi- 
sors tho  presence  of  unauthorized  personnel  in 
the  work  area;  and 

(e)  turning  their  ID  cards  in  to  their  manag- 
er when  placed  in  non-work  status  or  upon 
termination  of  employmont. 

(8)  If  an  employee  without  a photo  ID  card  is 
detailed  or  travelling  to  another  facility  that  uses 
the  pholo  ID  card  system,  then  he/she  MUST 
BE  ISSUED  A PHOTO  ID  CARD  BEFORE  RE- 
PORTING or  they  will  bo  treated  as  a “visitor". 
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1(16)52.3  t?  -h.~) 

Description  And  Use  Of  ID  Card 

(1)  Tho  IRS  ID  card  is  dosigned  and  i;.  autho- 
rized for  use  as  follows: 

(a)  visual  ID  for  entry  control  into  all  IRS 
offices; 

(b)  personal  ID  tor  Service  employees; 

(c)  entry  control  for  centers  (including  ex- 
ternal perimeters),  region,  and  district  office  re- 
stricted areas;  and 

(d)  terminal  access  authorization  on 
equipment  to  be  enhanced  for  such  capability  in 
the  future. 

(2)  The  ID  card  is  the  same  size  and  has  the 
appearance  of  a standard  plastic  credit  card 
(see  Exhibit  1(16)50-6):  it  is  facility  identified  by 
use  of  one  or  two  digit  location  codes  (see 
Exhibit  1(10)50-9);  serially  numbered  by  each 
issuing  facility  (region,  district,  or  center)  at  time 
of  issue;  color  coded  to  indicate  whether  the 
person  wearing  it  is  a Federal  employee  (white 
card)  or  a non-Federal  individual  (red  card). 

(3)  All  ID  cards  have  a magnetic  stripe  af- 
fixed to  the  back  which  allows  encoding  of  cryp- 
tocoded  information.  This  permits  the  card  to 
be  used  as  a cardkey  to  open  doors  and/or  gain 
access  to  computer  terminals.  The  back  of  the 
ID  cards  for  IRS  employees  is  printed  in  blue 
and  has  the  words  DEPARTMENT  OF  THE 
TREASURY.  INTERNAL  REVENUE  SERVICE, 
a warning  against  misuse,  a return  address  and 
a large  IRS  seal  in  blue  in  the  background  with 
the  words  INTERNAL  REVENUE  SERVICE 
around  the  outside  of  the  seal.  ID  cards  issued 
to  other  than  IRS  personnel  will  have  the  warn- 
ing and  a return  address,  but  will  not  have  the 
words  DEPARTMENT  OF  THE  TREASURY, 
INTERNAL  REVENUE  SERVICE,  or  the  seal. 

(4)  the  front  of  the  ID  card  has  a color  photo 
of  the  individual  to  whom  issued,  their  typed 
name,  signature,  one  or  two  digit  location  codes 
followed  by  ID  card  number,  and  date  of  issue. 
The  data  area  on  IRS  employee  ID  cards  has  a 
large  IRS  seal  in  blue  in  the  background  with  the 
words  INTERNAL  REVENUE  SERVICE  around 
the  outside  of  the  seal.  The  photo  and  data  on 
the  front  of  the  ID  card  contains  on  an  instant 
type  composite  picture.  The  upper  60  percent 
of  the  percent  card  is  the  photo  area  and  the 
lower  40  percent  is  the  data  area. 

(5)  All  IRS  omployoos  to  bo  issued  an  ID  card 
will  be  issued  a white  photo  ID  card  clearly 
marked  on  front  and  back  to  identify  the  individ- 
ual as  an  IRS  employee.  Other  Federal  employ- 


ees who  work  at  IRS  locations  whore  the 
must  bo  worn,  will  be  issued  white  phe 
cards,  but  these  will  not  identify  tho  individ. 
a IRS  employee.  All  non-Fedoral  perst 
who  aro  authorized  to  enter  a center  or 
restricted  area,  on  a regular  basis  will  be  i? 
a red  photo  ID  card.  Hod  photo  cards,  inci- 
those  issued  to  guards,  cannot  be  ran 
tram  tho  facility. 

(a)  Trainees  assigned  to  IRS  under  r 
tho  various  work  training  programs  (inane  ; 
the  Department  of  Labor,  the  Deparlmt  j 
Health  and  Human  Services  and  Compr-  j 
sive  Employment  and  Training  Act  (C 
trainees  assigned  to  IRS  under  a host-eri: 
relationship,  may  be  issued  a white  can 
does  not  identity  tho  individual  as  an 
employeo. 

(b)  Personnel  hired  directly  by  IRS  i 
the  Federal  Summer  Aide  Program,  the  St: 
School  Campaign,  the  Federal  Summer ! 
Program,  and  the  Federal  Junior  Fello\ 
Program;  temporary  appointments  of  90 
or  less,  700  hour  appointments,  intermitt 
When  Actually  Employed  (WAE's);  am 
counting  students  appointed  under  the  C 
erative  Work  Study  Program  or  the  IRS  Scr 
ship  Program  for  Accounting  majors  arc 
employees  and  may  be  issued,  at  local  o; 
white  ID  cards  clearly  marked  on  front  and 
to  idontify  them  as  such. 

(c)  Should  difficulty  be  encountered  t 
ticipated  in  recovering  cards  from  any  c 
types  of  employees  mentioned  above  ir 
and  (b),  local  management  may  elect  to 
non-photo,  rather  than  photo  cards  to  suet 
ployees,  or  establish  a procedure  restr 
removal  of  their  photo  cards  from  the  fa 

(6)  Federal  employee  visitors  on  officia:  ■ 
ness  to  a center  or  other  restricted  area  w; 
not  have  an  ID  card  with  the  proper  encod; 
the  magnetic  stripe,  will  be  issued  a white 
photo  ID  card,  with  the  word  VISITOR  OF 
CORT  ONLY  as  appropriate,  (see  text  2 
IRM  1(16)41  Physical  Security  Handboc 
place  of  the  photo  ID  card.  Frequent  Fe 
visitors  to  a center  or  other  restricted  arer 
be  issued  photo  ID  cards;  however,  co. 
shall  be  established  for  the  issuance,  use 
return  of  the  ID  card  upon  completion  of 
visit.  In  centers,  the  GSA  buildings  man. 
and  their  assistant(s)  and  Federal  Prott 
Service  supervisory  personnel  may  be  all. 
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to  retain  thmr  cards  provided  the  necessary 
action  can  and  is  taken  to  assure  that  the  card  is 
recovered  upon  resignation,  termination,  retire- 
ment, death  or  transfer  ot  the  holder 

(7)  Norr  federal  visitors  to  a restricted  area 
will  be  issued  a He’d  non-photo  ID  card  with  the 
word  VISITOR  or  ESCORT  ONLY,  as  appropri- 
ate m place  ol  the  photo, 

(0)  Personnel  permanently  assigned  to  a re- 
stricted area  who  forget  or  lose  their  ID  card  will 
be  issued  an  appropriate  non-photo  ID  card 
with  the  abbreviation  "TEMP”  on  the  front  in 
place  of  the  photo. 

(9)  TEMP,  VISITOR  and  ESCORT  ONLY  ID 
cards  will  bo  numbered  sequentially  and  bo 
preceded  by  the  issuing  otfice's  location  code. 
They  will  be  prepared  by  each  card  unit  in  the 
same  manner  as  any  card,  except  Shat  the  ap- 
propriate words  TEMP,  VISITOR  or  ESCORT 
ONLY  wiil  be  photographed.  Letters  should  be 
of  sufficient  height  so  that  they  will  till  up  avail- 
able space. 

(10)  TEMP.  VISITOR  and  ESCORT  ONLY  ID 
cards  cannot  be  removed  from  the  issuing  facil- 
ity and  should  never  be  used  as  access  authori- 
zation to  a facility.  They  must  be  returned  when 
the  individual  departs  the  center  or  the  restrict- 
ed area. 

(11)  Regional  Inspector  and  Regional  Coun- 
sel personnel  will  be  issued  ID  cards  by  the 
Security  function  agreed  upon  by  tho  appropri- 
ate managers  and  the  regional  Chief,  Security 
function. 

1(16)52.4  (5-30-a-S) 

Wearing  Of  ID  Cards 

(1)  All  persons  will  wear  an  ID  card  while  in  a 
center  including  the  "off-site”  space  and  cafe- 
teria. in  restricted  areas  in  districts  and  regions, 
and  in  other  areas  as  directed  by  local 
management. 

(2)  ID  Cards  will  bo  worn  with  an  approvod 
clip  fastened  to  either  an  item  of  clothing  or  to 
an  approved  chain  worn  around  the  neck  or  in 
an  approved  transparent  plastic  card  holder.  All 
cards  must  be  worn  above  Ihe  waist  (on  the 
torso)  in  such  a manner  that  the  photo  is  clearly 
visible  from  the  front  at  all  times.  Exceptions  to 
these  instructions  for  reasons  of  health,  safety, 
or  religion  must  be  approved  by  the  employee's 
supervisor  and  the  Chiof  of  the  Security 
funct.on. 
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Restricted  Areas  Designators 

(1)  Access  to  restricted  areas  within  centers, 
districts,  and  regions  will  be  controlled  as  set 
forth  in  Exhibit  TOO-  1 of  IRM  1(10)41,  Physical 
Security  Handbook 

(2)  ID  cards  of  individuals  authorized  lo  enter 
restricted  areas  will  have  a number  or  letter 
corresponding  to  that  area  in  tho  lower  right 
corner  of  the  photo  insert  on  the  front  of  the 
card.  In  addition,  the  background  color  in  the 
photo  area  will  tie  yellow  (see  IRM 
1(16)52. 5:(2)(a)  and  Exhibit  1(16)50-6).  It  is  per- 
missible to  have  two  numbers  on  a catd  (i.e.. 
Branch  Chief,  Research  Branch  could  have  5-6; 
computer  library  personnel  authorized  to  onler 
computer  room  could  nave  2-3).  There  is  insuffi- 
cient room  on  the  card  to  have  more  than  two 
numbers. 

(a) .  Service  Center  restricted  area  code 
designators  are  as  follows: 

1 all  restricted  areas  (Form  5520A)  (only 
the  center  director  and  assistant  director  can  be 
given  this  number) — 1 

2 computer  room  (Form  5520B) — 2 

3 computer  library  (Form  5520C) — 3 

4 extraction,  clearing  and  deposit,  and 
RPS  areas  (Form  5520D) — 4 

5 returns  files  (Form  5520E) — 5 

6 all  areas  containing  accounts  and  re- 
tention registers  on  microfilm  (Form  5520F) — 6 

7 Automated  Examination  System  area 
(Form  55201)— 7 

8 remittance  processing  areas  (Form 
5520G) — 8 

9 Protective  Console  Room  (Form 
5520H) — 9 

(b)  District  restricted  area  code  designa- 
tors are  as  follows: 

1 All  restricted  areas  (Form  6028A)  (only 
the  district  director  and  assistant  director  can 
bo  given  this  loiter) — A 

2 Consolidated  Files  Area  (formerly 
Centralizod  Sorvices)  (Form  60288) — B 

3 Automated  Collection  System  area 
(Form  6028C) — C 

4 Automated  Collection/Examination 
system  area,  computer  room  and  Tape  Library 
(Form  5520B) — 2 

(c)  National  Computer  Center  (NCC)  re- 
stricted aroa  codo  designators  are  as  follows: 

1 all  restricted  areas  (Form  5520A)  (only 
the  center  director  and  assistant  director  can  be 
given  this  number) — 1 
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2 computer  room  (Foirn  55208)—  2 

3 computer  library  and  areas  containing 
accounts  and  retention  registers  on  microlitm 
(Form  5520C) — 3 

4 N O C F computor  room  (Form 
5520B) — 2 

5 NOCF  computor  library  (Form 
5520C)—3 

(d)  Data  Center  (DC)  restricted  area  code 
designators  are  as  follows: 

1 all  restricted  areas  (Form  5520A)  (only 
the  center  director  and  assistant  director  can  bo 
given  this  number) — 1 

2 computer  room  (Form  5520B)---2 

3 computer  library  (Form  5520C) — 3 

4 Error  Resolution  Section  Document 
Storage  Room  (Form  5520T) — T 

5 Third  Floor  Mail/Receipt  Room  (Form 
5520U) — U 

6 IV  Phase  computor  room  (Form 
6028R) — R 

(e)  Regional  office  restricted  area  code 
designators  are  as  follows: 

1 Automated  Collection  System  area 
(Form  6028C). — C 

2 IV  Phase  computer  room  (Form 
6028R) — R 

3 Automated  Examination  System  area 
(Form  6028G) — D 

(f)  The  number  or  letter  authorizing  accoss 
to  a particular  restricted  area  will  be  printed  on 
the  Form  5519, 5520.  or  6028.  These  identifiers 
can  also  be  added  in  the  field  by  using  pressure- 
sensitive  vinyl  plastic  letters  such  as  %’  black, 
Helvetica  Caps.  & Numbers,  see  Exhibit 
1(16)50-11. 

(g)  Managers  will  undoubtedly  desire  to 
have  areas  other  than  those  indicated  above 
established  as  restricted/secured  areas.  This 
can  be  done  without  approval  from  the  National 
Office,  unless  it  is  desired  to  have  a letter,  num- 
ber or  symbol  added  to  the  ID  card  to  indicate 
authority  to  enter  the  area.  If  a designator  is 
desired  on  the  badge,  a request  for  same  must 
be  submitted  through  channels  to  tho  National 
Office  (PM:HR:F:S:PS)  (see  also  IRM 
1(16)51.(11)). 

(3)  If  the  Automated  Collection  System  area 
or  Automated  Examination  System  area  is  to  be 
a controlled  area  instead  of  a restricted  area, 
and  the  ID  card  used  as  an  identification  device 
within  the  ‘controlled  area',  then  the  indicated 
designator  MUST  be  used. 


1(16)52.6  t?~i»  t)7) 

Issuance  Procedures  - 
(1)  II  the  authorizing  official  (IRM  1(16)53.3 
determines  that  an  ID  card  is  to  bo  issued,  thi 
following  procedures  will  be  followed: 

(a)  All  photo  ID  cards  will  bo  issued  by  th< 
appropriate  Socurity  (unction  in  the  Nations 
Olfico,  region,  district  or  center.  A record  will  bv 
maintained  on  every  ID  card  issued.  (See  IRIv 
1(16)52.(11).) 

(b)  Unless  an  oxception  applies  (seo  IRIv 
1(16)52  3:(5)(b))  Service  employees,  excep 
those  on  non-work  status,  will  be  issued  a photc 
ID  card.  In  locations  with  ID  card  equipment 
employees  and  recalled  seasonals  will  be  is 
sued  a photo  ID  card  on  their  first  day  of  duty 
Locations  without  ID  card  equipment  may  as 
sign  non-photo  cards  to  employees  pending  tht 
issuance  of  photo  ID  cards.  Non-photo  cardt 
may  not  he  removed  f tom  the  facility — see  IRK' 
1(16)52.(10).  Employees  will  complelc  Items  1 
2,  4,  and  5 on  Form  5520,  "IRS  identificalior 
Card  Request”  or  Items  1 through  5 on  Forn 
6028,  "IRS  Identification  Card  Request  for  Re- 
gions and  Districts,"  as  applicable  (see  Exhibi. 
1(16)50-6).  An  appropriate  supervisor  in  Pei 
sonnel  Branch  or  the  employee's  supervisoi 
wiil  verify  information,  complete  Items  3,  and  6- 
10  on  Form  5520  and  items  6-10  on  Form  6028 
If  the  employee  is  to  be  authorized  access  tc 
restricted  areas  outside  the  control  of  their  su 
pervisor,  the  Branch  chief  responsible  for  tht 
restricted  area  must  cosign  the  card  reques’. 
form. 

(c)  GSA  employees  and  any  other  Federa 
persons  who  are  assigned  to  a center  will  be 
issued  a photo  ID  card  on  thair  first  day  of  duty 
These  individuals  should  complete  Items  1 
through  6 on  the  front  and  Items  12  through  15 
on  the  reverse  of  Form  5519  "Non-IRS  Identifi- 
cation Card  Request”  (see  Exhibit  1(16)50-6) 
The  appropriate  supervisor  will  verify  informa 
tion,  and  initial  in  Item  8 indicating  their  approva 
for  issuance  of  an  ID  card  and  will  ensure  lha 
tho  ID  card  is  returned  to  tho  local  Security, 
function  cn  the  last  workday  of  the  employee.  I* 
the  non-IRS  Federal  employee  is  to  be  giver 
unescorted  access  to  a restricted  or  securoc 
area,  the  Division  Chief  concerned  or  his/he: 
assistant  must  complete  and  sign  in  Item  7.  The 
Security  Officer  or  assistant,  will  also  sign  as  tht 
Authorizing  Official  in  Item  8. 
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(d)  Supervisors  at  centers  who  have  ven- 
dors, routo  persons,  repair  persons,  etc.,  visit- 
ing them  on  a recurring  basis  wit!  be  responsible 
lor  obtaining  rod  photo  ID  cards  for  those  indi- 
viduals. The  individual  will  complete  Items  1 
through  6 on  the  front  and  Itoms  12  through  16 
on  the  reverse  side  of  Form  5519.  Supervisors 
will  initial  in  Item  8 indicating  thoir  approval  for 
the  issuance  of  an  ID  card.  If  the  non-Federal 
individual  is  to  bo  given  unescorted  access  to  a 
Restricted  or  Secured  area,  the  Division  Chief 
concerned  or  their  assistant  must  complete  and 
sign  in  Item  7.  The  Security  Officer  will  sign  as 
the  Authorizing  Official  in  Item  8. 

(e)  District  and  regional  offices  may  use 
the  same  procedures  outlined  above  in  IRM 
1(10)52.6.(3)  and  (4),  for  GSA  omployocs,  other 
Federal  persons,  vendors,  repair  persons,  etc. 
However,  if  this  is  impractical,  these  personnel 
may  be  processed  at  restricted  area  entrances 
as  Federal  and  non-Federal  visitors  (see  IRM 
1(16)52.7). 

(f)  The  procedures  set  forth  iri  paragraph 
(d)  above  will  also  be  followed  in  the  issuing  of 
red  photo  ID  cards  to  contract  guards,  cafeteria, 
cleaning,  and  all  other  non-Federal  personnel 
permanently  assigned  to  the  center. 

(g)  The  type  of  card  to  be  issued  to  IRS 
employees,  Other-Federal  employees  and  to 
non-Federal  personnel  is  specified  in  IRM 
1(16)52.3,  and  no  exceptions  can  be  made  with- 
out advance  approval  from  the  Facilities  and 
Information  Management  Support  Division, 
PM:HR:F,  National  Office. 

(h)  Division  chiefs  and  heads  of  non-IRS 
groups  (GSA,  guards,  cafeteria,  cleaners)  at 
centers,  regions  and  district  restricted  areas 
must  be  required  to  furnish  a memorandum  to 
the  Security  function  listing  the  name  and  orga- 
nizational element  of  the  supervisors  author- 
ized to  request  an  identification  card  for  an 
employee.  When  completed.  ID  card  request 
forms  are  received  by  the  Security  function,  the 
signature  element  of  the  supervisor  will  bo 
checked  by  using  the  personal  ID  card  request 
form  on  file  for  that  supervisor  or  tho  acting 
supervisor. 

(i)  The  data  area  on  the  left  end  of  Form 
5519,  5520,  and  6028  under  the  heading,  “Se- 
curity Function  Use  Only,"  will  be  completed  by 
the  Security  Clerk  using,  if  possible  correcting 
typewriter,  with  10  pitch  and  a typing  element 
designated,  "Orator,”  10  pitch.  Any  typewriter 
that  will  give  equivalent  size  letters  and  spacing 
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belweon  letters  can  also  bo  used.  Tho  following 
procedures  will  be  followed: 

1 Name — Tho  first  name,  middle  initial 
and  last  name  will  be  typed  in  upper  case  and 
slightly  abovo  the  line,  o.g..  EDWARD  W. 

sample. 

2 Card  Number  — See  IRM 
1(16)62  (I1):(3)  and  Exhibit  1(16)50-9. 

3 Date  of  Issue — Numbers  will  bo  used 
to  indicate  the  month,  followed  by  the  day  and 
year,  for  example,  if  an  ID  card  is  issued  on 
November  12, 1980,  the  date  should  be  indicat- 
ed as  11/12/80  or  11-12-00. 

4 The  signature  must  be  within  the  width 
of  the  signature  line. 


1(16)52.7  (5-3084; 

Procedures  For  Visitors  ID  Cards 

(1)  In  offices  or  areas  where  wearing  the  ID 
card  is  required,  visitors  will  report  to  the  recep- 
tion desk  in  centers,  or  control  points  in  districts 
and  regions,  and  will  be  issued  an  ID  card.  The 
receptionist/guard  or  responsible  employee  at 
the  reception  desk  or  control  point  will: 

(a)  verify  tho  visitor's  authority  and 
credentials: 

(b)  will  make  the  necessary  entries  in  the 
“Visitors  Registration”,  Form  5422; 

(c)  issue  appropriale  ID  cards;  and 

(d)  instruct  recipient  concerning  the  prop- 
er procedures  for  wear,  use.  and  turn-in  of  the 
ID  card. 

(2)  Authorized  IRS  personnel  visiting  a cen- 
ter or  restricted  area  on  official  business  will  be 
issued  a visitors  card  for  that  facility/area.  At 
the  option  of  the  local  Security  function,  the 
visitor's  own  card  will  be  exchanged  for  the 
“local"  TEMP  card  for  the  duration  of  the  visit 
(see  IRM  1(16)52.(13)). 

(3)  Authorized  IRS  personnel  visiting  a re- 
gional office,  district  office,  or  centers  on  official 
business  for  a week  or  longer,  who  require  ac- 
cess to  a restricted  area,  may  be  issued  a photo 
ID  card  by  the  visited  office  with  approval  from 
tho  appropriate  local  management  official(s). 
The  visitor’s  own  card  will  be  exchanged  for  the 
"local”  photo  card  for  the  duration  of  the  visit 

1(16)52.8  (s-30-84; 

Forgotten  Or  Lost  Cards 

(1)  Employees  reporting  for  work  without 
their  ID  card  (in  offices  or  areas  where  wearing 
the  ID  card  is  mandatory)  will  report  to  the  re  ! 
ception  desk  in  centers  or  control  points  in  dis 
tricts  and  regions.  The  receptionist/guard  will 
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(a)  have  the  employee  complete  Form 
4589.  Lost  or  Forgotten  ID  Card  Record  If  the 
card  is  not  located  within  5-7  days,  pioceduros 
for  issuing  a replacement  ID  card,  IRM 
1(16)52  9,  will  be  initiated; 

(b)  have  the  employee's  supervisor  como 
forward  and  identify  the  employee  and  siyri  the 
Form  4589.  Only  a supervisor  or  acting  supervi- 
sor can  sign  Form  4589; 

(c)  issue  the  employee  an  appropriate 
‘TEMP"  ID  card;  and 

(d)  forward  the  completed  Form  4589  to 
the  Security  function. 

(2)  Employees  at  all  other  locations  who  lose 
their  ID  cards  will  complete  a Form  4589,  " Lost 
or  Forgotten  ID  Card  Record."  The  manager 
will  forward  tho  Form  4509  along  with  the  appli- 
cation form  for  a replacement  ID  card  (Form 
5520  or  6020),  to  the  Security  function.  (See 
IRM  1(16)52.9) 

(3)  If  an  ID  card  with  encoded  information  is 
lost,  the  appropriate  Center  Security  Officer 
must  bo  notified  immediately.  The  Security  Offi- 
cer will  immediately  invalidate  the  card  in  the 
.controlled  access  system  (where  applicable). 
At  locations  equipped  with  a security  computer, 
the  Security  Officer  will  obtain  a printout  report 
from  the  security  computer  showing  any  activity 
involving  the  lost  card  since  it  was  last  known  to 
be  in  proper  custody.  (Any  improper  use  identi- 
fied will  be  evaluated  by  (he  Security  Office,  and 
referral  made  to  Inspection  if  appropriate). 

1(16)52.9  (10-26-87) 

Replacement  Of  Cards 

(1)  Supervisors  will  submit  an  applicable  ID 
card  request  (Form  5519,  5520,  or  6028)  to  the 
security  function  to  obtain  a replacement  photo 
ID  card  when  the: 

(a)  ID  card  is  lost  (a  wait  of  5-7  days  is 
usually  appropriate  to  make  sure  the  card  is  lost 
and  not  misplacod)  (see  IRM  1(16)52.8;  or 

(b)  card  holder's  name  changes;  or 

(c)  card  holdor's  picture  does  not  accu- 
rately represent  the  card  holder. 

(2)  If  the  ID  card  becomes  worn,  damaged, 
or  the  photo  fades,  the  data  card  on  file  may  be 
used  to  make  a new  ID  card.  Supervisors  need 
not  submit  a requost  for  this  action. 

(3)  If  an  ID  card  is  lost  or  stolen,  the  Security 
function  will  annotate  this  face,  and  the  date  of 
occurrence,  on  the  back  of  the  ID  requost  form. 
Also,  the  date  will  be  posted  on  the  Form  5903, 
Numerical  Card  Record.  Tho  lost  or  stolon  ID 
request  forms  will  be  filed  in  a dead  file,  in 


alphabetical  order,  by  calendar  year.  An  ID  cc 
number  w*ll  not  be  reused  tor  at  least  one  y< 
alter  it  was  reported  lost  or  stolon. 

(4)  When  a lost  ID  card  has  been  roplact 
and  it  is  subsequently  found  and  returned  to  t 
Socurity  (unction,  it  will  bo  destroyed  and  1 
records  reconciled. 

1(16)52.(10)  (2-19-87) 

Return  of  Cards 

(1)  Non-photo  ID  cards  may  not  be  remov 
trom  the  facility.  Individuals  issued  non-phe 
ID  cards  will  roturn  them  at  the  close  of  ea 
workday.  Issuing  points  for  non-photo  ID  cai 
will  inventory  such  cards  once  every  twen 
four  hours,  using  Form  6662,  Daily  ID  Ci 
Inventory  Report.  If  any  are  missing,  immedia 
recovery  action  will  be  taken  and  the  Secui 
iunclion  will  be  notified  if  recovery  attempts  f. 
(See  Exhibit  1(16)52-3  for  example  of  compl- 
ed  form.)  Frequently,  visitors  and  persons 
who  have  lost  or  forgotten  their  ID  card  will  w<: 
to  exit  out  of  a door  other  than  the  one  wht. 
they  were  issued  the  non-photo  ID  card.  As 
sorvico  to  the  individual  concerned,  local  pi 
cedures  can  be  established  whereby  tl 
guard/receptionist  or  monitor  on  duty  at  t 
door  the  individual  elects  to  exit  can  collect  t 
ID  cards  and  return  them  to  the  issuing  pc 
(i.e. . at  a center  the  guard  could  return  them 
tho  main  guard  control  center,  which  in  turn  c 
return  them  to  tho  proper  control  point.) 

(2)  The  Security  function  and  appropriate  s 
pervisors  will  need  to  closely  coordinate 
make  sure  that  non-IRS  Federal  personn. 
who  separate  or  transfer  from  the  issuing  < 
fice’s  jurisdiction,  roturn  their  ID  cards  on  th 
last  workday. 

(3)  Managers  are  responsible  for  initiati 
the  employee’s  separation  clearance  form 
that  the  security  function  may  collect  the 
cards,  if  issued,  of  employees  who  separa 
are  furloughed  or  are  transferred  out  of  th 
jurisdiction.  In  service  centers,  where  it  is  co^ 
mon  practice  to  notify  seasonal  employees  tr 
they  will  not  work  next  week  but  the  week  aft. 
the  manager  will  collect  these  cards  on  t 
employee's  last  workday,  and  forward  sui 
cards  to  the  Security  function  before  the  do 
of  business  each  Friday.  (See  Exhit 
1 (i  6)50-8).  Recovery  of  an  ID  card  on  the  doa 
of  an  employee  should  be  arranged  through  tt 
Personnel  Office.  Under  these  circumstance 
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1(16)52.(12)  <.*>  .io  *<) 

Auditing  and  Reconciling 
Numerical  and  Alphabetical  Files 

(i)  At  least  annually,  the  issuing  ID  card  unit 
will  be  responsible  lor  auditing  and  reconciling 
the  numerical  ana  alphabetical  files  with  each 
other  and  tor  verifying  their  accuracy  by  tracing 
a random  sample  ("x"  number)  ot  the  outstand- 
ing ID  cards  to  the  ID  card  holder.  See  Exhibit 
1(16)50-3. 

(a)  Cbjectives — ID  cards  are  sampled  in 
order  to: 

1 maintain  the  integrity  of  the  ID  cards; 

2 assure  that  no  one  possesses  moro 
than  one  ID  card; 

3 assure  that  ID  cards  arc  recovered 
from  personnel  who  leave  the  Internal  Revenue 
Service;  and 

4 make  certain  that  unauthorized  per- 
sonnel do  not  have  access  to  badge  stock  and 
equipment. 

(b)  Expected  Sample  Size — the  expected 
sample  size  is  approximately  7,600  ID  cards  for 
employees  working  for  the  Internal  Revenue 
Service  nationwide  during  each  calendar  year. 
See  Exhibit  1(16)50-2. 

(c)  Sample  Procedure — the  sampling  will 
take  place  annually  at  a suitable  time  for  the  ID 
card  unit  of  the  Service.  The  Security  function 
will  be  responsible  for  performing  the  sampling 
by  using  the  following  procedures: 

1 Selecting  the  first  ID  card  from  the  al- 
phabetical file  that  corresponds  with  the  ran- 
dom start.  The  random  start  for  each  ID  card 
unit  of  the  Service  is  shown  in  Exhibit  1 (1 6)50-2. 
Example:  if  the  random  start  is  2,  then  select  the 
second  ID  card  in  the  alphabetical  file.  , 

2 Selecting  the  “X"  numbered  ID  card 
thereafter,  until  the  complete  file  is  sampled. 
Example:  If  X-10,  then  you  will  select  the  12th 
ID  card,  22nd  ID  card,  32nd  ID  card,  etc. 

3 Fill  in  the  information  for  the  sample 
selected  ID  cards  using  Form  6810,  ID  Media 
Recap  Sheet  (Report  Symbol:  NO-1  (16)00-1 
(formerly  NO-RM.-S-1),  see  Exhibit  1(16)50—4. 
Enter  the  line  count  number,  ID  card  number, 
and  name  of  the  ID  card  holder  in  the  appropri- 
ate columns.  Then  send  to  the  employees 
POD,  Form  6665 — ID  Media  Review  Memoran- 
dum, to  each  name  you  have  listed  on  your  ID 
Media  Recap  Shoot.  DO  NOT  MAIL  TO  EM- 
PLOYEE'S HOME.  When  the  Form  6665  is  re- 
turned to  you,  indicate  on  the  Recap  Sheet  if  the 
individual  is  presently  within  the  Security  (unc- 
tion's jurisdiction;  has  accounted  for  their  ID 


card;  was  issued  a Pocket  Commission  (PC), 
and  indicate  PC  number.  II  the  individual  was 
transferred  out  ol  the  Security  function's  juris 
diction,  was  the  ID  card  recovered — yes  or  no 
was  the  PC  turned  in — yos  or  no. 

4 Provide  the  actual  count  of  the  "sam- 
ple total''  taken  and  also  the  "population  total' 
for  all  photo  ID  cards  listed  in  tho  alphabetical 
trio. 

5 Reporting  procedure:  districts  aric 
centers  will — send  their  reports  to  tho  region 

6 if  Form  6665  indicates  a C-1  enforce 
ment  badge  has  been  issued,  that  informatior 
should  bo  given  to  the  office  having  accounta- 
bility for  Cl  enforcement  badges. 

1(16)52.(13)  (S  -30-64) 

Official  Visits  to  a Center/District/ 
Region  Restricted  Area 

(1)  Intornal  Revenue  Service  personnel  in 
the  National  Office  and  field  offices  who  plan  to 
visit  a center/district  or  region  restricted  area 
will  take  the  following  actions: 

(a)  give  the  center/district/region  restrict 
ed  area  advance  notice  of  the  visit  (See  IRM 
1(16)52. 3:(6)  and  1(16)52.4); 

(b)  be  prepared  to  identity  yourselt  by 
showing  the  facility  guard  or  other  designated 
person  your  IRS  Identification  card; 

(c)  contact  the  applicable  Security  func- 
tion it  there  are  any  questions  concerning  secu- 
rity procedures;  and 

(d)  be  responsible  (or  observing  all  securi 
ty  procedures  which  apply  to  facility  employees. 

1(16)52.(14)  (S-30S4) 

Instructions  for  Taking  Photo  for 
ID  Cards 

(1)  The  Ions  to  forehead  distance  must  be  4C 
inches. 

(2)  A light  blue  backdrop  is  used  for  non-ro- 
stricted  area  ID  card  photos. 

(3)  A yellow  backdrop  is  used  tor  restrictec 
area  ID  card  photos,  and  a designator,  alpha 
betical  or  numerical,  must  be  used. 

(4)  Posing — 

(a)  The  individual  should  be  seated  ap- 
proximately 45  degrees  to  the  camera  and  pho- 
tographed with  their  face  looking  directly  at  the 
camera.  It  is  also  acceptable  to  have  the  individ- 
ual sit  facing  directly  towards  the  camera. 

(b)  Individuals  wearing  eyeglasses  shoulc 
turn  their  heads  slightly  to  the  right  or  left  anc 
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it  is  permissible  to  cut  out  the  photo  and  give  it  to 
the  (amity,  and  return  the  remainder  of  the  card 
to  tlie  Security  (unction. 

(■')  Returned  (D  cards  on  IRS  and  non-IRS 
individuals  who  separate  or  transfer  will  tic  de- 
stroyed immediately.  Returned  ID  cards  for  em- 
ployees on  non-work  status  may  be  filed  for 
possible  reuse,  if  they  are  in  good  condition  If 
they  are  in  poor  condition,  they  should  be 
destroyed. 

1(16)52.(11)  fS-ao-a-:; 

Records  and  Accountability 

(1)  The  stock  of  ID  card  requost  forms  must 
be  rigidly  controlled.  Inventory  and  destruction 
records  will  be  maintained. 

(2)  ID  cards  will  be  issued  by  a central  point  in 
the  National  Office,  regional  offices,  centers, 
and  some  districts.  Large  districts  may  have 
more  than  orio  issuing  point. 

(3)  Tho  "ID  Card  Number"  portion  of  each 
request  form  will  be  completed  by  each  issuing 
point.  The  format  of  tho  card  number  will  bo 
11-11111.  The  first  two  digits  represent  tho  issu- 
ing offico's  location  code.  Soo  Exhibit 
1(16)50-6.  The  last  5 numbers  are  assigned  by 
each  issuing  point,  as  follows: 

(a)  Areas  with  central  issuing  points  will 
assign  numbers  sequentially  within  blocks  to 
specific  categories  (IRS  employees,  other  fed- 
eral employees,  and  non-federal  personnel). 

(b)  Districts  with  more  than  one  issuing 
point  will  assign  blocks  of  numbers  to  each 
point.  For  example,  numbers  00001-10000  — 
District  headquarters  issuing  point; 
20000-39999  = large  post-of-duty  issuing 
point;  40000-69999  = another  large  post-of- 
duty  issuing  point;  etc. 

(4)  To  assist  in  the  timely  recovery  of  ID 
cards,  the  Personnel  Branch  will  furnish  tho 
issuing  point  a copy  of  each  separated,  trans- 
ferred. or  furloughed  personnel  action  form,  on 
a daily  basis.  An  alternate  procedure  that  as- 
sures daily  notitication  to  the  issuing  point  is 
acceptable. 

(a)  Employee  separation  clearance  forms 
will  clear  through  the  Security  function  (see  IRM 
1(16)52. (10):(2)  and  (3)). 

(b)  At  least  once  a year,  a comparison  will 
be  made  of  the  ID  card  request  forms  in  the 
active  alphabetical  file  against  a list  of  current 
employees  showing  those  on  active  and  those 
on  non-work  status  in  order  to  disclose  names 
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of  employoos  who  departed  without  turning  in 
their  ID  cards  The  Employee  Service  Record 
Report  (ESRR),  in  a document  listing  all  person- 
nel This  report  may  be  used  to  satisy  this  re- 
quirement and  may  be  obtained  from  your  Per- 
sonnel Branch.  (See  IRM  1(16)52.(12))  Where 
records  have  boon  automated  via  a computer,  a 
match  may  be  made  against  personnel's  data 
baso. 

(5)  Security  functions  at  each  center  will 
have  GSA,  guard  company,  cafeteria  vendor, 
etc.,  furnish  a list,  annually,  of  their  current  em- 
ployees. Those  lists  will  bo  chocked  against 
outstanding  ID  cards.  If  individuals  terminated 
without  turning  in  their  ID  cards,  tho  Security 
tunction  will  contact  the  company  and  request 
them  to  recover  tho  ID  card.  If  tho  ID  card  is  not 
received  within  two  weeks,  the  Security  func- 
tion will  contact  the  individual  directly  and  at- 
tempt to  recover  the  ID  card. 

(6)  T he  Security  function  will  maintain  both  a 
numerical  and  alphabetical  filo  on  all  photo  ID 
cards. 

(a)  Numerical  File  =•  Form  5903,  Numeri- 
cal ID  Card  Record  (A  computerized  listing  is  an 
acceptable  alternative.) 

(b)  Alphabetical  File  = ID  Request  Forms 
5519,  5520,  and  6020. 

(c)  If  an  ID  card  is  lost,  stolen,  or  de- 
stroyed, that  fact  will  bo  recorded  on  tho  back  ol 
the  applicable  ID  card  request  form  along  with 
the  date  of  tho  occurrence.  In  addition,  the  date 
of  tho  occurrence  will  also  bo  postod  in  the 
applicable  column  of  the  Numerical  Card/ 
Badge  Record.  The  request  form  for  that  card 
will  be  filed  in  alphabetical  order  in  a dead  file  for 
the  current  calendar  year  with  other  request 
forms  for  ID  cards  that  have  beon  lest,  stolen, or 
destroyed  during  the  calendar  year.  An  ID  card 
number  will  not  bo  roused  until  at  least  one  year 
alter  it  has  been  reported  lost  or  stolen. 

(7)  Visitor’s  ID  record  will  consist  of  "Visitor 
Register,"  Form  5422.  This  register  must  be 
reviewed  daily  by  the  receptionist/guard  or  oth- 
er designated  employee  to  determine  that  all  ID 
cards  are  accounted  for.  Discrepancies  must 
be  reported  immediately  to  the  Security  func- 
tion. A complete  inventory  of  all  non-photo  ID 
cards  and  an  audit  of  non-photo  ID  card  records 
shall  be  performed  at  least  twice  a year  under 
the  supervision  of  the  Chief  of  the  Security  func- 
tion. See  Exhibit  1(16)50-10. 
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not  look  directly  at  tho  camera,  to  avoid  a reduc- 
tion of  their  glasses.' 

(5)  Polacolor  2.  type  108—4680  paper  base 
film,  must  be  used  until  the  plastic  base  dim  is 
improved  to  the  point  it  will  not  distort  during 
lamination.  This  film  can  be  obtained  by  tho 
case  trom  Polaroid  Scrvico  Centers. 

1(16)52.(15)  (2-19-B7) 

Protection  and  Disposition 
Procedures 

(1)  The  following  listed  items  must  at  all 
times  be  under  the  custody  and  control  of  an 
authorized  IRS  employee  or  locked  in  a security 
container,  oven  if  in  a secured  area,  unless 
more  protection  is  specified: 

(a)  unlaminated  cards  in  stock  (Forms 
6054,  6055,  and  6056); 

(b)  cards  awaiting  destruction; 

(c)  IRS  identification  cards  when  not  in 
personal  custody  of  authorized  holders; 

(d)  "ID  3"  Camera  (this  does  hot  include 
the  carrying  case);  and 

(e)  All  exposed  film,  both  useable  and 
waste. 

(2)  The  alphabetical  records  required  by  IRM 
1(16)52.(11)  and  all  versions  of  Forms  5519, 
5520,  and  6028,  both  stock  and  completed, 
must  always  be  under  the  custody  and  control 
of  an  authorized  IRS  employee  or  locked  in  a 
security  container. 

(3)  All  items  listed  in  (1)  and  (2)  above,  ex- 
cept equipment,  when  no  longer  required  must 
be  destroyed  in  accordance  with  text  345.32  in 
IRM  1(16)41,  Physical  Security  Handbook. 

(4)  Tho  control  and  socurily  of  ID  card  sup- 
plies, records,  and  equipment  will  be  the  direct 
responsibility  of  the  Security  function. 

(5)  The  purchase  of  replacement  equip- 
ment, equipment  repair  service  and  all  supplies 
should  be  made  by  the  facility  in  accordance 
with  local  instructions. 

1(16)52.(16)  (5-30-64) 

Protection  of  Encrypted  Data  and 
Passwords 

(1)  The  following  instructions  pertain  to  any 
center  or  office  that  uses  the  magnetic  stripe  on 
the  card,  card  readers,  electric  locks,  and  a 
mini-computer  to  control  entry  into  restricted 
areas. 
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(2)  Concurrent  with  encoding,  the  holders  of 
theso  cards  will  bo  given  a four  digit  password. 
(Card  read-  rs  will  have  a key  pad  which  will 
roquiro  entry  of  proper  password  along  with 
proper  card  to  gain  entry.) 

(3)  At  the  time  tho  ID  card  is  encoded  and  at 
least  once  annually  thereafter,  the  holder  must 
be  given  a security  indoctrination  covering  the 
following: 

(a)  The  password  is  secret  in  nature,  indi- 
vidually assigned,  must  be  committed  to  memo- 
ry and  must  never  be  written  down.  It  cannot  be 
passed  on  to  anyone.  Everything  possible 
should  bo  done  to  provent  anyone  from  learn- 
ing your  password.  Should  you  forget  your 
password,  you  will  have  to  contact  your  local 
Security  function  to  find  out  what  it  is. 

(b)  The  encrypted  data  on  the  magnetic 
stripe  is  secret  in  nature.  The  ID  card  must  be 
kept  in  the  holder’s  possession  at  all  times. 
Should  you  not  do  so,  it  is  possible  that  some- 
one could  ascertain  the  information  encoded 
on  the  stripe  and  use  it  to  the  detriment  of  the 
Service.  (Devices  exist  that  can  be  worn  like  a 
wrist  watch  that  permit  the  "skimming”  of  infor- 
mation from  a magnetic  stripe  in  a second.) 

(c)  If  the  ID  card  becomes  lost  or  you  sus- 
pect that  tho  password  has  been  compromised, 
or  that  someone  may  have  skimmed  the  infor- 
mation off  the  magnetic  stripo,  you  should  im- 
mediately notify,  through  your  supervisor,  the 
Chief  of  the  Security  function. 

(d)  If  your  card  allows  you  to  enter  a re- 
stricted or  securod  area,  you  are  responsible 
that  no  individual  follows  you  through  a door  to 
such  a restricted  or  securod  area. 

(4)  Security  indoctrination,  as  set  forth 
above,  should  be  reduced  to  writing  and  given 
to  the  employee  following  the  verbal 
indoctrination. 

(5)  ID  Card  unit  employees  must  be  instruct- 
ed that  the  listings  of  10  digit  numbers  encoded 
on  cards  and  the  passwords  must  be  protected 
at  all  times.  These  listings  must  either  be  under 
the  personal  observation  of  an  authorized  em- 
ployee or  locked  in  a security  cabinet.  If  it  be- 
comes necessary  to  mail  a listing  of  passwords 
or  10  digit  numbers.  Express  Mail  or  Registered 
Mail  will  bo  used. 

1(16)53  (5-30-04) 

Pocket  Commissions 
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Authorized  Use 

Pocket  Commissions  will  be  issued  only  to 
thoso  employeos  who  aro  required  lo  prose:. t 
proof  of  their  authority  in  the  performance  of 
their  day  to  day  official  duties.  With  the  excep- 
tion of  their  use  by  Inspection,  they  are  primarily 
intended  to  identify  Service  personnel  to  the 
public  when  dealing  with  tax  matters.  They  will 
not  be  issued  to  employees  merely  to  identify 
themselves  for  transacting  routine  business.  At 
the  time  of  issuance  the  employee  should  bo 
instructed  to  read  Document  7098,  Rules  of 
Conduct.  Misuse  of  pockot  commissions  is  a 
violation  of  the  Handbook  and  may  be  a viola- 
tion of  Federal  Law  (18  U.S.C.  499). 

1(16)53.2  (5-30-8 -) 

Description 

(1)  Pocket  commissions  aro  categorized  as 
either  '•enforcement"  or  "non-enforcomont" 
types.  Enforcement  commissions  conform  to 
the  format  prescribed  by  tho  Department  of  the 
Treasury  for  Treasury  Law  Enforcement  Offi- 
cers. and  include  those  carried  by  Special 
Agents  of  the  Criminal  Investigation  Division. 
Inspectors  of  tho  Internal  Security  Division  and 
the  executive,  managerial  and  supervisory  offi- 
cials of  these  divisions  in  tho  National  Office 
and  the  field.  Non-enforcement  pocket  com- 
missions are  those  held  by  all  othor  employees 
authorized  in  IRM  1(16)53.5. 

(2)  The  enforcement  pocket  commission 
consists  of  a black  leather  combination  badge/ 
pocket  commission  case  with  cut-out  on  the 
outside  for  the  enforcement  badge.  Inserted 
inside  are  laminated  upper  and  lower  pocket 
commission  inserts.  The  upper  insert  contains 
the  name  of  the  employee.  The  lower  insert 
contains  the  title,  photograph,  and  signature  of 
the  employee,  certification  of  authority,  serial 
number,  and  handwritten  signature  of  the  au- 
thorizing officer  or  District  Director.  The  date  of 
issue  should  be  placed  above  the  serial 
number. 

(3)  The  non-enforcement  pocket  commis- 
sion consists  of  a red  leather  folder,  embossed 
in  gold  on  the  outside  with  the  Internal  Revenue 
seal,  the  words,  ‘United  States  Treasury  De- 
partment, Internal  Revenue  Service’  and  a 
straight  line  border.  Affixed  to  tho  inside  are 
laminated  upper  and  lower  pocket  commission 
inserts.  The  upper  insert  contains  the  photo- 
graph and  signature  of  the  employee.  Tho  lower 
insert  contains  the  name  and  title  of  tho  em- 
ployee, date  of  issue,  serial  number,  certifica- 
tion of  authority  of  the  employee,  and  the  hand- 
written signature  of  the  authorizing  officer,  Re- 
gional Counsel,  or  District  Director. 


(4)  Each  serial  number  will  have  a profix . 
eating  whoro  tho  pockot  commission  wai 
sued  and  the  suffix  'E'  for  enforcement  and 
suffix  'A'  for  non-onforcement.  Tho  follov 
prefixes  aio  used: 

(a)  Commissioner  C 

(L)  Assistant  Commissioner 
(Inspection) 

(c)  Chief  Counsel 

(d)  National  Office 

(excopt  thoso  above) 

(e)  Central  Region 

(f)  Mid-Atlantic  Region  M 

(g)  Midwest  Region  MV 

(h)  North-Atlantic  Region  N, 

(i)  Southeast  Region  SI 

O’)  Southwest  Region  SV 

(k)  Western  Region  V 

(5)  The  pocket  commission  will  be  display 
only  as  prescribed  in  IRM  1(16)53.2.(2)  ai 
1(16)53.2:(3).  Protective  plastic  covers  or  olh 
adornments  are  not  authorized. 

1(16)53.3  (io-2&-e7) 

Authorizing  Officials 

The  Commissioner.  Deputy  Commissioner 
Assistant  Commissioners.  Regional  Commi: 
sionors.  District  Director  and  the  Chief  Counsc 
Deputy  Chief  Counsel.  Associates  Chief  Cour 
sel,  and  Regional  Counsels,  are  the  authorizir. 
officers  for  pocket  commissions  issued  to  err 
ployees  under  their  supervision. 

1(16)53.4  (2-19-87) 
issuing  Officers 

(1)  Regional  Commissioners  and  District  D 
rectors  should  designate  as  issuing  officers  ap 
propriato  officials  who  will  maintain  supplie 
and  records  and  process  the  commissions. 

(2)  The  Chief,  National  Office  Property,  Sf 
curity  and  Records  Unit  (PM:HR:N:FM)  is  th 
designated  issuing  officer  in  tho  Nation; 
Office. 

(3)  The  Assistant  Commissioner  (Inspo: 
tion)  is  the  designated  issuing  officer  for  r 
Inspection  personnel,  Sorvicowide. 

1(16)53.5  (io-26-07) 

Employees  Authorized  to  Hold 
Pocket  Commissions 

(1 ) Employees  are  authorized  to  hold  pock, 
commissions  if  they  hold  positions  with  sta 
dard  titles  as  listed  in  Exhibit  1 (1 6)50-19  and  a: 
in  a classification  series  also  listed  in  Exhil 
1(16)50-19,  and  meet  the  criteria  in  IR' 
1(16)53.1. 
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(2)  Any  pocket  commission  issued  under  the 
above  provisions  will  bear  one  ol  the  above 
titles. 

(3)  Pocket  commissions  issued  to  trainees  in 
a cooperative  curricula  (alternating  periods  of 
full-time  study  on  campus  and  full-time  employ- 
ment with  Internal  Rovonuo  Soivico)  will  bo 
recalled  and  held  in  accordance  with  IRM 
1(1G)53.0:(1)(a)  during  periods  the  trainee  is  not 
performing  official  duties. 

(4)  Recommendations  for  changes  lo  (his 
list  should  be  made  by  authorizing  officials  to 
the  Director,  Facilities  and  Information  Man- 
agement Support  Division. 

(5)  The  Commissioner,  Deputy  Commission- 
ers. Assistant  Commissioners,  Regional  Com- 
missioners, the  Chief  Counsel,  Deputy  Chief 
Counsel.  Associales  Chief  Counsel,  and  Re- 
gional Counsels  may  authorize  the  issuance  of 
pocket  commissions  to  other  employees  who, 
in  the  performance  of  their  duties,  are  required 
to  present  proof  of  their  authority  on  a continu- 
ing basis.  It  is  anticipated,  however,  that  such 
instances  will  be  rare  in  viow  of  the  careful 
selection  of  the  titles  in  this  list. 

(6)  To  keep  the  list  of  authorized  pockGt 
commission  holders  as  current  as  possible,  rec- 
ommendations for  changes  in  the  list  should  be 
forwarded  to  the  Director,  Facilities  and  infor- 
mation Management  Support  Division,  HR:F, 
National  Office. 

1(16)53.6  (5 -30-84) 

Issuance  Procedures 

(1)  Managers  will  request  pocket  commis- 
sions for  authorized  employees  from  the  Secu- 
rity function  (See  Exhibit  1(16)50-14).  Autho- 
rized employees  (standard  titles)  are  listed  in 
IRM  1(16)53.5.  The  request  will  contain  the 
following: 

(a)  type  of  pocket  commission; 

(b)  name  of  standard  title  for  employee; 

(c)  employee's  POD  and  phono  number; 

(d)  circumstances  (initial  or  replace- 
ment)— if  lost  or  stolen,  attach  report; 

(e)  manager's  mailing  address; 

(f)  attach  photo,  if  applicable.  (See  IRM 
1(16)53. 6:(3)) 

(2)  If  the  employoo’s  title  is  not  listod  in  Ex- 
hibit 1(16)50-19,  the  manager  will  submit  a re- 
quest to  the  Security  function  which  includos  a 
justification  for  the  employee's  need  for  a pock- 
et commission.  The  Security  function  will  coor- 
dinate the  request  with  the  authorizing  official. 
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(3)  Photographs  lor  pocket  commissions 
must  bo  I7/,*'  wide  X 1s/,6'  high  and  printed  on 
single  weight  paper. 

(a)  Photos  made  wilh  the  ID  card  camera 
with  the  IRS  seal,  with  any  color  background, 
and  trimmed  to  the  appropriate  size,  are  ac- 
ceptable. (Photo  should  bo  taken  with  a (ore- 
head  distanco  ol  50  inches) 

(b)  H ID  card  camera  or  other  IRS  camera 
is  unavailable,  photographs  may  bo  obtained  at 
Government  expense. 

(4)  Either  the  issuing  officer's  or  the  District 
Director's  name  should  be  signed  in  ink  on  the 
lower  insert.  Rubber  stamps  or  pre-printed  fac- 
simile signatures  will  not  bo  used  in  lieu  of  hand 
signatures.  Authorization  enabling  others  to 
sign  in  their  own  nama  for  their  authorizing  offi- 
cial or  the  District  Director's  should  be  in  v/riting, 
and  in  the  possession  of  the  issuing  officer. 

(5)  The  inserts,  after  lamination,  should  be 
affixed  to  tho  folder  in  such  a manner  as  lo 
permit  their  later  romoval  without  mutilating  the 
folder. 

(6)  When  an  insert  for  a pocket  commission 
becomes  dirty  or  mutilated,  or  the  photograph 
(ails  to  rese  mble  the  bearer,  it  should  be  re- 
turned to  the  issuing  officer  for  destmetion  and 
replacement. 

1(16)53.7  rz-19-flr; 

Supplies 

(1)  A supply  of  blank  upper  and  lower  inserts 
and  red  leather  folders  will  be  maintained  in  the 
National  Office  Property,  Security  and  Records 
Unit  (PM:HR:N:FM)  and  in  each  regional  and 
district  office.  Restocking  supplies  should  be 
ordered  once  a yoar  in  accordance  with  IRM 
1(16)51.8 

(2)  In  addition  to  the  supplies  listed  above. 
Criminal  Investigation  and  Inspection  will  main- 
tain a supply  of  black  leather  combination 
badge/pockel  commission  holders. 

1(16)53.8  (2-I&S7) 

Disposition 

(1)  Pocket  commissions  are  the  property  of 
the  Internal  Revenue  Service.  Immediately 
upon  suspension  or  separation  of  an  employee 
to  whom  a pocket  commission  has  been  issued, 
tho  issuing  officer  must  ensure  that  the  com- 
mission is  recalled.  Pocket  commissions 
should  also  be  recalled  from  employees  trans- 
ferring to  other  positions  within  the  area  of  juris- 
diction of  the  issuing  officer  or  District  Director 
when  the  new  position  is  not  among  those  au- 
thorized in  IRM  1(16)53.5.  Disposition  of  re- 
called commissions  will  be  as  follows. 
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(a)  In  case  o(  extended  leave  without  pay. 
die  commission  will  be  hold  ponding  the  em- 
ployee's return  to  duty,  unless  the  LWOP  is 
expected  to  be  for  more  than  one  year,  in  winch 
case  the  commission  should  be  cancelled,  and 
ihe  inserts  destroyed. 

(b)  In  case  ot  suspension,  the  employee's 
commission  will  be  field  pending  final  determi- 
nation of  flic  employee's  case. 

(c)  In  ail  other  cases,  the  rnseris  of  the 
employee's  commission  wilt  be  cancelled  and 
destroyed  by  the  issuing  officer,  and  the  rec- 
ords adjusted  accordingly.  Leather  folders 
should  be  retained  for  reuse  if  they  arc  in  satis- 
factory condition. 

(2)  When  a field  employee  transfers  to  a ju- 
risdiction other  than  that  of  the  issuing  officer  or 
District  Director  who  signed  the  pocket  com- 
mission, he/she  will: 

(a)  NOT  carry  the  commission  to  the  new 
position  except  as  stated  in  2c; 

(b)  turn  in  his/her  pocket  commission  to 
the  issuing  officer  who  holds  flic  custody  rec- 
ords (who  in  turn,  will  annotate  the  records  to 
reflect  the  employee’s  transfer.) 

(c)  retain  his/her  enforcement  pocket 
commission,  if  assigned  to  Criminal  Investiga- 
tion as  a Special  Agent,  until  arrival  at  new  post 
of  duty.  The  old  pocket  commission  is  to  be 
returned  by  certified  mail  to  the  issuing  office. 

(3)  National  Office  employees  must  surren- 
der their  commission  to  the  National  Property, 
Security  and  Records  Unit  (PM:HR:N:FM)  pricr 
to: 

(a)  transferring  to  the  field;  or 

(b)  transferring  to  another  Assistant  Com- 
missioner area  within  National  Office;  and/or 
when  their  title  changes. 

(c)  except  as  stated  in  2c  above. 

1(16)53.9  (s-30-84) 

Records  and  Accountability 

(1)  Form  1930,  Custody  Receipt  for  Govern- 
ment Property,  will  be  required  for  each  pocket 
commission  issued.  See  Exhibit  1(16)50-13. 

(2)  Both  an  alphabetical  file  and  numerical 
file  will  be  maintained  for  pocket  commissions. 

(a)  Form  1930  will  be  used  for  the  alpha- 
betical file. 

(b)  Form  6663,  Numerical  Pocket  Com- 
mission Record,  will  be  used  lor  the  numerical 
file.  See  Exhibit  1(16)50-12,  for  example  of 
completed  form.  A computerized  listing  is  an 
acceptable  alternative. 

(3)  Inventory  and  destruction  records  will  be 
maintained.  A simple  log  showing  receipt  and 
use  of  supplies  will  be  kept. 

(4)  Annually,  and  on  a sample  basis,  tho  ac- 
curacy of  the  pocket  commission  records  will 
be  audited  and  reconciled  against  the  numeri- 


cal and  alphabetical  file.  Sue  IRM  1(16)51. ( 
arid  1(16)52. (11). 

1(16)53.(10)  is, 

Retention  of  Cancelled  Pocket 
Commissions  Upon  Retirement 

(1)  Regions  have  the  option  to  permit  t 
retention  o(  cancelled  pocket  commissions 
those  eligible;  how  ever,  such  retention  will  i 
tie  automatic.  A specific  request  must  be  me 
at  the  time  the  pocket  commission  is  turnec: 
by  the  employee,  the  employee's  manager, 
an  employee’s  next  of  kin. 

(2)  Pocket  commissions,  after  cancellatic 
may  be  presented  to  employees  identified 
the  following  criteria: 

(a)  employees  retiring  (rorn  the  Service 

(b)  employees  who  die  (pocket  comm 
sions  to  be  presented  to  next  of  kin) 

(3)  All  pocket  commissions  1o  be  award 
will  be  forwarded  by  mail  (see  IRM  1(16)51.9) 
the  appropriate  regional  office  so  that  they  m 
be  properly  cancelled.  After  cancellation,  ti 
pocket  commissions  will  be  returned  to  the  a 
propriate  offices  by  mail  for  presentation  to  r 
tired  personnel  or  the  next  of  kin. 

(4)  Each  insert  ot  each  pocket  commissk 
will  either  be  perforated  or  stamped  with  ti 
word  retired. 

(a)  If  the  stamp  is  used,  it  must  be  such  th 
will  leave  a colored  (gold,  red,  blue,  etc.)  ir 
prossicn  on  each  insert.  Tho  outside  of  tl 
pocket  commission  r'olaer  (holder)  will  also  L 
stamped. 

(b)  If  perforation  is  used,  both  inserts  v 
bo  perforated  while  in  the  pocket  commissk 
folder  (holder)  so  that  the  perforation  go r 
through  tho  insert  and  the  folder. 

(c)  Enforcement  commissions  will  be  r 
moved  from  the  leather  case  and  mounted  or 
red  leather  folder  before  being  sent  to  the  r 
gional  office  for  cancellation. 

(5)  Records  will  be  maintained  by  each  sem 
ing  office  and  the  regional  offico  to  ensure  a 
countability  of  each  pocket  commission  sent : 
bo  cancelled. 

1(16)53.(11)  (2-J&-07; 

Protection  and  Disposition 
Procedures 

(1)  All  pocket  commission  inserts,  upper  ar 
lower,  both  stock  and  completed,  must  at  i 
times  be  under  the  custody  and  control  of  s 
authorized  IRS  employee  or  locked  in  a securi 
container,  even  if  stored  in  a secured  are 
unless  more  protection  is  specified. 

MT  1(16)00-79  1(16)53.(11 
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(2)  The  alphabetical  records  required  by  IRM 
1(16)53.9  must  always  be  under  the  custody 
a.  i control  of  an  authorized  IRS  employee  or 
locked  in  a security  container. 

(3)  Items  listed  in  (1)  arid  (2)  above,  when  no 
longer  required,  must  be  destroyed  in  accord- 
ance with  text  34  5. 3.(2)  of  IRM  1(16)4 1.  Physical 
Security  Security  Handbook. 

(4)  The  control  and  security  of  pocket  com- 
mission inserts  and  supplies  will  be  tfie  direct 
responsibility  of  tho  Security  function. 

1(16)54  (5-30-04) 

Enforcement  Badges 

1(16)54.1  (5-30-04) 

Authorized  Use 

The  enforcement  badge  shall  be  used  only 
for  official  purposes  when  it  will  increase  the 
effectiveness  of  the  enforcement  or  investiga- 
tive activities  of  tho  Service. 

1(16)54.2  (5-30-04) 

Description 

internal  Revenue  Service  enforcement 
Badges  (hereinafter  referred  to  as  badgo  or 
badges)  aro  of  uniform  design  for  all  elements 
of  the  Service.  Title,  organization  designation 
and  a serial  number  are  shown  on  the  face  of 
each  badge. 

1(16)54.3  (5-J0-84) 

Authorizing  Officials 

(1)  The  following  officials  will  authorize  tho 
issuance  of  badges  to  appropriate  employees 
in  their  jurisdictional  areas: 

(a)  Assistant  Commissioner  (Inspec- 
tion)— Inspectors  in  the  National  Office  and  tho 
field. 

(b)  Assistant  Commissioner  (Criminal  In- 
vestigation)— Special  Agents  in  tho  National 
Office. 

(c)  Regional  Commissioners — all  autho- 
rized field  employees  except  those  under  the 
jurisdiction  of  the  Assistant  Commissioner 
(Inspection). 

1(16)54.4  (2-io -87) 

Issuing  Officers  and 
Responsibilities 

(1)  Responsibilities  for  the  issuance  and  con- 
trol of  the  enforcement  badges  are  specified 
below. 

(a)  The  Director.  Facilities  and  Information 
Management  and  Support  Division  (PM:HR:F) 
is  responsible  for  implementing,  evaluating  and 
controlling  the  Servicewide  badge  program. 
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(b)  Each  Regional  Commissioner  (will  as- 
sign responsibility  to  an  appr opriale  function  for 
issuing  and  accounting  for  the  Criminal  Investi- 
gation badges,  in  their  regions  and  districts. 

(c)  1 tie  Administrative  Officer,  Inspection, 
National  Otticc  is  responsible  for  issuing  and 
accounting  for  tho  Internal  Socurity  Inspectors 
badges,  Sorvicowido. 

(d)  National  Office  Criminal  Investigation 
will  issue  and  maintain  administrative  controls 
of  the  enforcement  badges,  pocket  commis- 
sions, and  credential  cases  for  all  Cl  personnel 
in  the  GS-1611  scries  assigned  to  National  Of- 
fice, National  Training  Center,  and  Federal  Law 
Enforcement  Training  Center. 

1(16)54.5  (5-30-04) 

Employees  Authorized  to  Hold 
Enforcement  Badges 

Use  of  enforcement  badges  are  authorized 
only  for  Special  Agents  (GS-1811)  in  Criminal 
Investigation  and  internal  Security  Inspectors 
(GS-1811)  in  Inspection. 

1(16)54,6  (10-25—67) 

Control  of  Enforcement  Badges 

(1)  Supply  control  of  enforcement  badges  is 
tho  responsibility  of  '.he  functional  office  desig- 
nated by  the  Regional  Commissioner  or  Nation- 
el  Office  Criminal  Investigation  function 
(CI:!NV:T).  These  functional  offices  shall  main- 
tain records  on  all  blocks  of  badges  issued  to 
the  officials  noted  in  IRM  1(16)54.3.  Each  of 
these  officials  will  be  responsible  for  establish- 
ing and  maintaining  necessary  controls  and 
records  to  adequately  govern  the  issuance, 
control  and  recovery  of  badges  authorized  and 
issued  to  employees  under  their  jurisdiction. 

(2)  Records  of  issuing  officors  should  be 
such  that  they  will  account  for  all  badges  at  all 
times.  Control  records  should  be  by  both  name 
and  badgG  number.  Records  controlled  by 
Criminal  Investigation,  will  be  reviewed  at  peri- 
odic intervals,  but  no  less  than  once  a year.  This 
will  be  done  at  National  Office  by  tho  National 
Office  Property,  Security  and  Records  Unit,  and 
at  the  Region  and  District  lovols,  where  appro- 
priate, by  the  appropriate  local  Security 
function. 

(3)  All  authorized  personnel  issued  an  en- 
forcement badge  will  keep  that  badge  until  leav- 
ing the  Sorvice  or  changing  job  series.  When 
the  individual  leaves  the  Service  or  changes  job 
series,  the  badge  will  bo  turned  in  and  placed 
back  in  stock.  The  exception  for  retiring  person- 
nel is  in  IRM  1(16)55. 
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(•1)  When  an  Agent  ur  Inspuctur  is  reas- 
signed. tie/*. lie  will  hand  carry  thoir  lifotimo 
badge  to  thou  next  assignment  and  the  officials 
noted  in  IRM  1(10)5*1.3,  will  be  notified  of  the 
transfer  by  using  Form  6C64,  Transfer  of  Crimi- 
nal Investigation  Enforcement  Badges,  see  Ex- 
hibit 1(1G)00-16  for  completed  sample 

(5)  Form  1930,  Custody  Receipt  ter  Govern- 
ment Propel fy,  will  be  required  for  each  en- 
forcement badge  issued.  See  Exhibit 
1(16)50-15. 

1(16)54.7  (2-19-07; 

Supplies 

(1)  Badge  supplies  will  be  coordinated  with 
the  Facilities  and  Information  Management 
Support  Division  (PM:HR:F:S:PS). 

(2)  Badges  which  become  worn  or  unser- 
viceable will  be  accumulated  during  the  year, 
and  destroyed  when  sufficient  quantities  war- 
rant it.  Propor  destruction  records  will  bo  kopt 
by  the  appropriate  function  office. 

(3)  A stock  of  badges  wilt  be  maintained  for 
replacement  of  badges  which  become  worn  or 
unserviceable  during  the  year. 

(4)  Badges  needing  only  minor  repairs,  cost- 
ing less  than  $5.00,  such  as  a broken  clasp  or 
bent  clasp  pin,  should  be  repaired  locaily. 

1(16)54.8  (5-30-e.i; 

Disposition 

(1)  Any  employee  who  leaves  the  Service  or 
is  reassigned  to  non-enforcement  duties,  must 
return  his/her  badge.  In  the  event  of  transfer 
see  IRM  1(16)54.6. 

(2)  In  case  of  extended  leave  without  pay, 
the  badge  will  be  picked  up  and  held  by  the 
supervisor  of  the  employee  pending  the  em- 
ployee's return  to  duty.  If  the  employee  does 
not  return  to  duty,  issue  records  will  reflect  re- 
covery of  the  badge. 

(3)  In  case  of  suspension,  the  employee's 
badge  should  bo  secured  by  his/her  supervisor 
at  the  time  fie/she  is  notified  of  the  suspension. 
The  badge  will  be  held  pending  either  his/her 
restoration  to  duty  or  separation  from  the  Serv- 
ice. If  the  employee  is  later  separated,  the  issue 
records  will  reflect  recovery  of  the  badge. 

1(16)54.9  (5-30-84) 

Records  and  Accountability 

(1)  The  stock  of  enforcement  badgos  must 
be  rigidly  controlled.  Inventory  and  destruction 
records  will  be  maintained. 


(2)  A numerical  and  alphabetical  Mo  or. 
badgos  wiil  tie  maintained.  A computerized  t 
iriy  is  an  acceptable  alternative,  or: 

(a)  Numerical  File  = Form  5903,  Nun,, 
cal  iD  Card/Badge  Record. 

(b)  Alphabetical  File  = Form  1930,  Cu; 
dy  Receipt  for  Government  Property.  (See  l 
hibit  1(16)50-13  ) 

1(16)55  (r>-3o  n4) 

Retention  of  the  Enforcement 
Badge  Upon  Retirement 

1(16)55.1  (6-30-04) 

Genera! 

These  instructions  provide  guidance  for  t 
retention  of  enforcement  badges  by  Spec 
Agents,  Criminal  Investigation  Division,  and 
spectors,  Internal  Security  Division,  up. 
retirement. 

1(16)55.2  (S-oa-tMj 
Background 

For  many  years  employees  who  have  be 
issued  enforcement  badges  have  asked  tf 
they  be  permitted  to  retain  them  upon  retii 
mont.  Approval  has  been  granted  to  return  t: 
enforcement  badge  to  a qualified  retiring  e: 
pioyeo  upon  request,  after  tho  badge  has  be. 
disabled.  The  cost  for  disablement  must  I 
borne  by  the  retiring  employee  or 
colleague(s). 

1(16)55.3  (2-T9-87) 

Responsibilities 

(1)  The  Group  Manager  of  each  Criminal  I 
vestigation  group  in  each  district  is  responsit 
for  determining  whether  retiring  special  ager 
would  like  to  have  their  enforcement  badg. 
returned  to  them,  and  for  sending  those  badg. 
to  the  Assistant  Regional  Commissioner  (C 

(2)  The  Assistant  Regional  Commission 
(Cl)  in  each  region  is  responsible  for  determ; 
ing  whothor  retiring  special  agents  assigned 
the  regional  office  would  like  their  enforcemo 
badges  returned  to  them,  and  for  sending  thoi 
badges,  as  well  as  those  received  from  tf 
districts,  to  the  designated  company  that  v- 
properly  disable  the  badges. 

(3)  The  Assistant  Regional  Commission^ 
(Criminal  Investigation)  is  responsible  for  ma 
ing  arrangements  for  tho  disablement  of  Crirr 
nal  Investigation  enforcement  badges  as  spec 

MT  1(16)06-79  1(16)55. 
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fiod  in  IRM  1(16)55. 5:(1)d,  fin d lor  roturning  dis- 
abled badyos  to  tbo  rotirod  special  agents. 

(4)  Tbo  Assistant  Commissionor  (Cl),  is  re- 
sponsible (or: 

(a)  designating  a commercial  company 
that  will  properly  disable  tho  enforcement 
badge; 

(b)  informing  each  Assistant  Regional 
Commissionor  (Criminal  Investigation)  of  tho 
arrangements  mado  to  disable  each  badge  to 
include  the  name  and  address  of  tho  company 
that  will  provide  the  service,  tho  cost  involved 
and  tho  procedures  for  payment;  and 

(c)  making  arrangements  tor  the  disable- 
ment of  badges  of  retiring  special  agents  as- 
signed to  the  National  Office,  who  desire  to 
have  them  returned. 

(5)  The  Director,  Internal  Security  Division, 
National  Office,  is  responsible  for: 

(a)  designating  a commercial  company 
that  will  property  disable  the  inspection  badge 
(this  designation  may  be  made  in  coordination 
with  tho  designation  mado  by  tho  Assistant 
Commissioner  (Cl). 

(b)  determining  whether  retiring  inspec- 
tors would  like  their  enforcement  badges  re- 
turned to  them;  and 

(c)  making  arrangements  for  the  disable- 
ment of  enforcement  badges  of  retiring 
inspectors. 

(6)  The  Director,  Facilities  and  Information 
Management  Support  Division,  National  Office, 
is  responsible  for. 

(a)  implementing,  evaluating  and  control- 
ling the  Servicowide  program  for  returning  en- 
forcement badges  to  qualified  employees;  and 

(b)  determining  the  criteria  and  standards 
for  disablement  of  the  enforcement  badge. 

1(16)55.4  (5 -30-04) 

Retention  Qualification 

(1)  Enforcement  badges,  after  being  dis- 
abled, may  be  presented  to  employees  identi- 
fied by  the  following  qualifications: 

(a)  Special  Agents  (GS-1811),  Criminal  In- 
vestigation Division,  and  Inspectors  (GS— 1811), 
Internal  Security  Division,  retiring  from  the  serv- 
ice on  or  after  January  21.  1980. 

(b)  Special  Agonts  (GS-1811),  Criminal  In- 
vestigation Division,  and  Inspectors  (GS-1811), 
Internal  Security  Division,  who  die  on  or  after 
January  21.  1980.  (Enforcement  badge  to  bo 
presented  to  next  of  kin.) 

1(16)55.3  MT  1(16)00-79 
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1(16)55.5  fP-19-671 
Procedures 

(1)  Spocial  Agent,  Criminal  Investigation  En- 
forcement Badge. 

(a)  When  a rotlreo  turns  in  tho  enforce- 
ment badgo  to  tho  Group  Manager.  Criminal 
Investigation,  a deteimmation  will  be  made  by 
the  retiring  spocial  agent  whether  the  badge  is 
to  be  returned  by  completing  Form  6102,  En- 
forcement Badgo  Disposition  (see  Exhibit 
1(16)50-17).  A Form  6402  will  be  completed  by 
all  special  agents  turning  in  an  enforcement 
badgo  upon  retirement.  If  the  retiree  elects  to 
have  tho  badge  rotuined,  the  individual  spocial 
agent  or  a colloaguo(s)  will  provide  payment  for 
disablement  of  the  badgo  by  check  or  money 
order  made  out  as  determined  by  the  Assistant 
Regional  Commissionor  (Criminal  Investiga- 
tion), in  accordance  with  instructions  providod 
by  the  Assistant  Commissioner  (Criminal  Inves- 
tigation). Tho  check  or  money  order  will  be 
attached  to  the  Form  6402. 

(b)  If  the  retiring  special  agent  does  not 
desire  to  have  the  badge  returned,  the  badge  is 
to  bo  placod  back  in  stock  for  future  issuance. 

(c)  The  Assistant  Regional  Commissioner 
(Criminal  Investigation)  will  send  the  enforce- 
ment badge  to  a company  as  specified  by  the 
Assistant  Commissioner  (Criminal  Investiga- 
tion). The  company  specified  will  cut  the  badge 
in  half  horizontally  just  below  the  Treasury  De- 
partment inscription,  place  the  badge  together 
and  encase  it  in  a block  of  lucite  approximately 
5%'  W X 37/,'  L X 1%*  Base  and  %'  Top. 
Payment  will  be  made  with  private  funds  as 
specified  by  the  Assistant  Commissioner  (Crim- 
inal Investigation).  After  the  badge  has  been 
properly  disabled  the  Assistant  Regional  Com- 
missioner (Criminal  Investigation)  will  return  it  to 
the  retiring  special  agent.  Form  6402  will  then 
be  sent  to  the  Assistant  Commissioner  (Crimi- 
nal Investigation). 

(d)  Retiring  special  agents  assigned  to  the 
National  Office  will  turn  their  enforcement 
badge  in  to  the  National  Office  Criminal  Investi- 
gation. V/ hen  the  enforcement  badge  is  turned 
in.  tho  special  agent  will  complete  Form  6402 
indicating  whether  the  enforcement  badge  is  to 
be  returned.  If  the  retiree  elects  to  have  the 
enforcement  badge  returned,  the  special  agent 
will  provide  payment  for  disablement  of  the 
badge  by  check  or  money  order  made  out  as 
determined  by  the  Assistant  Commissioner 
(Criminal  Investigation).  For  those  badges  to  be 
returned,  tho  Assistant  Commissioner  (Criminal 
Investigation)  will  make  arrangements  to  have 
tho  enforcement  badgo  disabled  by  a commer- 
cial company  and  returned  to  tho  retiree.  Those 
badges  that  are  not  returned  to  a retiree  will  be 
placed  back  in  stock  for  future  issuance. 
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(2)  Inspector.  Internal  Security  Enforcement 
Badge 

(a)  When  a retiree  turns  in  the  enforce- 
ment badge,  the  retiring  inspector  will  make  a 
determination  whether  the  badge  is  to  bo  re- 
turned. by  completing  Form  0402.  A T orm  G-102 
will  be  completed  by  all  inspectors  turning  in  an 
enforcement  badge  upon  retirement.  If  the  relir- 
ee  elects  to  have  the  badge  returned,  the  in- 
spector or  a colleague(s)  will  provide  payment 
for  disablement  of  the  badge  by  check  or  mon- 
ey order  made  out  as  determined  by  the  Direc- 
tor. Internal  Security  Division,  National  Olfice. 

(b)  If  the  retiring  inspector  does  not  desire 
to  have  the  badge  returned,  the  badge  will  be 
placed  back  in  stock  for  future  issuance. 

(c)  If  the  retiring  inspector  elects  to  have 
(tie  badge  returned,  the  Director.  Interna!  Secu- 
rity Division,  National  Office,  will  send  the  en- 
forcement badge  to  ttie  company  which  has 
been  seloctod  to  perform  the  required  servico. 
The  company  specified  will  cut  Ihe  badge  in  half 
horizontally  just  below  tho  Treasury  Depart- 
ment inscription,  place  the  badge  together  and 
encase  it  in  a block  of  lucite  at  least  5y4‘  W X 
37/b'  L X 1%'  Base  and  3/4"  Top.  Payment  will 
bo  made  with  private  funds.  After  the  badge  has 
been  properly  disabled  the  Director,  Internal 
Security  Division,  National  Office,  will  return  it  to 
the  retiring  inspector. 

(3)  Only  special  agents  (GS-1811)  or  inspec- 
tors (GS-1811)  are  authorized  to  have  an  en- 
forcement badge  disabled  and  returned  to 
them  upon  retirement. 

1(16)55.6  (5-30-84; 

Supplies 

Form  6402  will  bo  distrubutod  through  distri- 
bution channels  and  will  be  available  in  each 
district,  region  and  the  National  Offico  Criminal 
Investigation  function. 

1(16)55.7  (2-10-37; 

Reporting  Requirements 

(1)  At  the  end  of  each  month  all  Forms  6402 
completed  by  retiring  Criminal  Investigation  en- 
forcement personnel  (GS-1811)  will  bo  sont  to 
the  Assistant  Commissioner  (Criminal  Investi- 
gation) (OP:CI:P:B)  Forms  6402  completed  by 
retiring  Internal  Security  Division  enforcement 
personnel  (GS-1811)  will  bo  sont  to  the  Direc- 
tor, Interna!  Security  Division,  National  Office, 
Attention;  l:IS:M. 

(2)  The  Form  6402  for  those  enforcement 
personnel  who  desire  to  havs  their  badge  re- 


turned to  them  will  necessarily  bo  dolayod  i 
cause  of  tho  certification  required  by  the  off 
ol  the  Assistant  Regional  Commissioner  (Crii 
rial  Investigation),  Assistant  Commissior 
(Criminal  Investigation),  or  Director,  Inten 
Security  Division. 

1(16)56  (5  • 30-84; 

Calling  Cards 

1(16)56.1  (5-30-04; 

Authorization 

The  blank  contact  lorm,  Form  4811,  is  av; 
able  for  use  by  Service  personnel  to  leave  th 
name,  address  and  telephone  number  wi 
business  and  professional  people,  police  c 
partment  personnel,  representatives  of  forei 
governments,  members  of  the  press  corps  ai 
individuals  being  actively  recruited  as  pr 
scribed  in  IRM  1(17)27.23.  Service  personr. 
who  would  havo  a use  for  Form  4811  but  woe 
prefer  to  use  a personalized  calling  card  o 
tainod  at  their  personal  expense  may  use  sui 
personalized  cards  provided  they  are  procuri 
in  accordance  with  established  procedures. 

1(16)56.2  (io-26-e7) 

Authorizing  Officials 

(1)  The  Commissioner,  the  Deputy  Commi 
sioners,  Assistant  Commissioners  and  Regio 
al  Commissioners,  District  Directors,  and  tt 
Chief  Counsel  are  the  authorizing  officials  ft 
personalized  calling  cards  to  be  used  by  or. 
ployeos  under  their  supervision.  This  authori 
may  be  reassigned  to  subordinate  officials. 

(2)  The  Assistant  Commissioner  (Huma 
Resources  Management  and  Support)  will  b 
responsible  for  prescribing  implementing  pre 
cedures  for  all  National  Offico  employees. 

(3)  Regional  Commissioners  will  be  respoi 
sible  for  prescribing  implementing  procedure 
for  employees  under  their  jurisdiction. 

(4)  Authorizing  officers  may  authorize  th 
use  of  personalized  calling  cards  by  any  pe: 
sonnel  under  their  jurisdiction. 

1(16)56.3  (5-30-84; 

Description  and  Procurement 
(1)  While  th©  calling  card  will  be  permitted  fc 
use  on  a voluntary  basis,  it  shall  conform  to  c 
standard  design  for  uniformity  and  quality  con 
trol.  All  personalized  calling  cards  obtained 
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must  conform  to  tho  weight  of  paper,  size  of 
card,  color,  layout  and  production  pomt  speci- 
fied in  IRM  1(17)27.23.  Calling  Cards  and  Greet- 
ing Cards. 

(2)  1 heso  persons  authorized  to  use  calling 
cards  shall  obtain  them  in  accordance  with  pro- 
cedures prescribed  in  IRM  1(17)27.23  and  any 
implementing  instructions. 

1(16)56.4  (•j-no-e'i) 

Use 

(1)  Calling  cards  may  generally  be  used  by  all 
Service  officials  and  personnel  who  have  a con- 
tinuing need  to  leave  with  non-Service  individu- 
als or  companies  a ready  reference  for  contact 
by  telephone  or  at  an  office  address. 

(2)  Only  thoso  employees  who  follow  pre- 
scribed procedures  for  obtaining  calling  cards 
may  use  such  personalized  cards  associating 
them  with  tho  Service. 

(3)  Calling  cards  conforming  to  the  pre- 
scribed standards  will  be  used  only  for  official 
purposes. 

(4)  Calling  cards  may  be  used  by  Revenue 
Officers.  Revenue  Agents,  Special  Agents,  and 
Inspectors  in  addition  to  Form  2246,  Field  Con- 
tact Card,  but  not  in  lieu  of  Form  2246. 

(5)  Calling  cards  will  not  be  used  to  identify 
the  bearer  in  lieu  of  other  identification  media 
provided  for  this  purpose. 

1(16)57  (2-19—87) 

(Reserved) 

1(16)58  (5-30-84) 

Automobile  Identification  Cards 


1(16)58.1  (5  -30-84) 

Purpose 

Automobile  identification  cards  approved  lor 
uso  by  Internal  Revenue  Service  employees 
aro  thoso  issued  by  State  or  municipal  authori- 
ties to  permit  parking  in  space  designated  by 
those  authorities;  cards  issued  by  Internal  Rev- 
enue, both  in  Washington  and  field  offices,  for 
parking  space  directly  under  Internal  Revenuo 
Service  control,  or  cards  issued  by  General 
Services  Administration  for  space  under  con- 
trol of  thal  agency.  In  accordance  with  policy 
statement  P-1-141,  no  signs  or  other  media 
identifying  it  with  the  Service  or  the  U.S.  Gov- 
ernment (except  authorized  GSA,  IRS  or  local 
government  authorities*  parking  permits)  will  be 
displayed  on  a Service-operated  enforcement 
vehicle  or  on  a privately  owned  vehiclo.  This 
policy  is  consistent  with  the  public  interest  and 
with  the  general  practice  of  other  Government 
agencies.  It  is  also  consistent  with  our  request, 
approved  by  the  Genoral  Services  Administra- 
tion, that  Internal  Revenue  Service  enforce- 
ment vehicle  be  exempt  from  the  vehicle  mark- 
ing requirement. 

1(16)58.2  (10-20-87) 

Responsibilities 

(1)  The  National  Office  Property,  Security 
and  Records  Unit  is  responsible  for  issuance 
and  control  of  approved  automobile  identifica- 
tion cards  covered  in  1(16)58.1  for  National  Of- 
fice employees. 

(2)  Each  regional  office  will  be  responsible 
for  promulgating  instructions  within  tho  framo- 
work  of  policy  statement  P-1-141,  for  issuance 
and  control  of  approved  automobile  identifica- 
tion cards  to  employees  of  field  offices. 


1(16)56.3 
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FY  83  ID  Media  Estimated  Requirements 

Requesting  Office  (fill  in)  Brooklyn  District  Date  June  30,  1982 

1.  Pocket  Commissions 

1 yr. 

A.  Upper  insert 

1.  Non-enforcement 

300 

2.  Enforcement 

50 

B.  Lower  insert,  non-enforcement 

1.  Commissioner 

-0- 

2.  Assistant  Commissioner 

-0- 

3.  Regional  Commissioner 

-0- 

4.  District  Director 

300 

5.  Inspection 

-0- 

6.  Regional  Counsel 

-0- 

7.  Chief  Counsel 

_n_ 

C.  Lower  insert,  enforcement 

1 . Inspection 

-0- 

2.  CID 

50 

D.  "Red"  Pocket  Commission  Folder 

400 

II.  I.D.  Card 

A.  Forms 

1 . Form  6054 

750 

2.  Form  6055 

25 

3.  Form  6056 

75 

4.  Form  5519 

100 

5.  Form  5519-8/2 

-0- 

6.  Form  5519-C/3 

-0- 

7.  Form  5519-0/4 

-0- 

8.  Form5519-E/5 

-0- 

9.  Form  551 9-F/6 

-0- 

10.  Form  5520 

-0- 

11.  Form  5520-A/1 

-0- 

12.  Form  552G-B/2 

-0- 

13.  Form  5520-C/3 

-0- 

14.  Form  5520-D/4 

-0- 

15.  Form  5520-E/5 

-0- 

16.  Form  5520-F/6 

-0- 

17.  Form  5520/T 

—0— 

18.  Form  5520/U 

-0- 

19.  Form  5520/V 

-0- 

20.  Form  5520/W 

-0- 

21.  Form  6028 

1000 

22.  Form  6028/A 

-0- 

23.  Form  6028 /B 

100 

24.  Form  6028/C 

300 

25.  Form  6028/D 

200 

26.  Form 

-0- 

Please  complete  each  entry  above  with  either  the  quantity  required. 

"O"  or  N/A  (not  applicable 

region  or  district). 
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IR 


1C* 0)00  Physical.  Document  and  Computer  Systems  Security 

Exhibit  1(18)50-2 


page  1(16)00-30 
(2-19-87) 


Sample  Design  for  the  Study  of  ID  Cards  for  the  District  Offices 


DISTRICT 

ESTIMATED 

POPULATION 

RANDOM 

START 

SKIP 

INTERNAL 

National  Olfico 

4814 

5 

35 

Los  Angoles 

2719 

1 

24 

Manhattan 

2475 

2 

19 

Chicago 

2047 

10 

16 

Jacksonville 

1320 

3 

14 

San  Francisco 

1779 

3 

14 

Nowark 

1729 

12 

13 

Laguna  Niguel 

1563 

1 1 

12 

Detroit 

1558 

11 

12 

Brooklyn 

1438 

11 

11 

Philadelphia 

1360 

3 

11 

Dallas 

1345 

7 

11 

Boston 

1250 

10 

10 

Baltimore 

1143 

6 

9 

Houston 

1136 

4 

9 

Ft.  Lauderdale 

1105 

7 

9 

Cleveland 

1069 

3 

9 

Atlanta 

1010 

3 

8 

St.  Louis 

1003 

5 

8 

St.  Paul 

855 

4 

7 

San  Jose 

798 

2 

7 

Cincinnati 

756 

1 

7 

Buffalo 

774 

7 

7 

Indianapolis 

764 

2 

6 

Greensboro 

758 

4 

6 

Richmond 

724 

4 

6 

Seattle 

718 

4 

6 

Pittsburgh 

702 

2 

6 

Austin 

670 

4 

6 

Milwaukee 

659 

6 

6 

Hartford 

652 

4 

6 

New  Orleans 

652 

1 

6 

Nashville 

623 

2 

5 

Sacramento 

569 

2 

6 

Denver 

587 

4 

5 

Oklahoma  City 

552 

4 

5 

Springfield 

508 

5 

5 

Louisville 

494 

1 

5 

Des  Moines 

493 

3 

5 

Birmingham 

474 

3 

4 

Wichita 

460 

2 

4 

Portland 

443 

2 

4 

Phoenix 

439 

2 

4 
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Sample  Design  for  the  Study  of  ID  Cards  for  the  District  Offices 


Bocause  of  fho  small  population  size,  a decision  was  made  to  sample  25  porcont  of  the  ID  cards  ■ ! 
these  districts  only:  j 


Abordoen 

Albany 

Anchorage 

Augusta 

Boise 

Burlington 


Cheyenne 

Columbia 

Helena 

Honolulu 

Jackson 

Little  Rock 

National  Computer  Center 


Rono 

Omaha 

Portsmouth 

Providence 

Salt  Lake  City 

Wilmington 


ESTIMATED  RANDOM  SKIP 


REGIONS 

POPULATION 

START 

INTERVAL 

North  Atlantic 

510 

2 

5 

Western 

511 

1 

5 

Mid-Atlantic 

<07 

2 

4 

Southeast 

332 

2 

4 

Midwest 

354 

2 

4 

Southwest 

347 

2 

4 

Central 

329 

1 

4 

SAMPLE  DESIGN  FOR  THE  STUDY  OF  ID  CARDS 
FOR  THE  SERVICE  CENTERS 


ESTIMATED 

RANDOM 

SKIP 

SERVICE  CENTERS 

POPULATION 

START 

INTERVAL 

Philadelphia 

1950 

3 

14 

Fresno 

1711 

13 

13 

Brookhaven 

1688 

2 

13 

Austin 

1658 

8 

13 

Cincinnati 

1621 

8 

13 

Ogden 

1617 

4 

13 

Kansas  City 

1599 

4 

13 

Andover 

1586 

B 

« n 
1 O 

Memphis 

1568 

3 

13 

Atlanta 

1434 

6 

12 

Data  Center 

1200 

9 

10 
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ID  Media  Review 

Internal  Revenue  Service 

memorandum 

date.  August  23,  1983 

to:  Miss.  Virginia  K.  Peach 
PM: S : DS : S : P 

from:  Security  Unit 
PM : S : N : FM 


subject:  ID  Media  Review 


We  are  reviewing  our  accountability  records  for  identification 
media  issued  to  IRS  employees,  and  we  need  your  help.  Internal 
Revenue  Manual  1(16)51,  reouires  that  on  an  annual  basis,  the 
Security  Branch/Staff  contacts  the  employees  who  ore  issued  ID 
media.  The  purpose  of  this  contact  is  to  verify  and  update  the 
information  contained  in  our  files. 

Your  name  has  been  selected  randomly  for  participation  in  our 
review.  Please  provide  the  information  renucsted  on  the  reverse 
and  return  this  memorandum  to  the  Security  Branch/Staff  in  the 
attached  envelope  within  five  working  days. 

If  you  have  lost  your  10  media,  please  notify  your  supervisor 
or  the  Security  Branch/Staff  immediately. 


Attachment 

Self  addressed  envelope 


6665 
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ID  Media  Review 

1 .  a . Tl>e  rvme  in  the;  aiidre-ss  line  of  this  nxmorandum  is  correct: 

yes_*/_  no 

b.  If  ro,  print  your  correct  :vne : 

2.  a.  ins  ID  card  number : / ■?- 3 (/  S Z?  '/ . 

(1)  Ycllcw  background?  YES  ^ NO 

(2)  Letter/ number  in  lower  right  hand  comer?  YES  ID_ 

If  yes,  enter  let  ter/ number: C . 

b.  Pocket  Ckxrraissicn  number  (If  appl icable) : A/ /-? 3 

(1)  Title:  "7/1  < ft) u » ■>  T't  *1 

Da  be  iscuod:  

3.  a. 

4.  a. 


b. 

c. 

t3Y ynature  & Date) 

PRIVACY  ACT  STATEMENT 

GENERAL  - This  information  is  provided  pursuant  to  Public  Law  93-579  (Privacy 
Act  of  1974),  December  31,  1974,  for  individuals  completing  this  form. 

PURPOSE  AND  ROUTINE  USES  - Provides  for  implementation  of  an  identification 
system,  its  requirements  and  monitorsluip.  Routine  disclosure  of  information 
contained  in  this  system  of  records  irey  be  made  to  the  Department  of  Justice. 

AimCRITY  - 5USC  301 

EFFECTS  CF  NON-DISCLOSURE  - Disclosure  of  this  information  is  voluntary.  If 
the  information  is  not  provided,  the  identification  oard  nay  be  revoked  and 
accees  to  IRS  facilities  will  be  restricted. 


The  photo  on  my  ID  card  is  a good  likeness:  YES_ 


NO 


The  photo  cn  my  packet  corrmissicn  is  a good  likeness:  YES 


NO 


Hone  Address: 


^3  d 


\SUI- 


(Number  and  Street) 


(4L+  J 1/2^  zaow 

(City,  State  and  Zip  Code) 

Ifcme  Telephone  Number : ( *7  P-3 ) 3 f ~ O O & O 

Work  Telepiicoe  Number:  ( J&2.  ) 2>  7 & CJOOQ 


Form 


6665 


(R«v.  11-83) 
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Samples  of  Authorized  ID  Cards 

SAMPLES  OF  AUTHORIZED  ID  C.A RDS 


AUTHORIZED  ACCESS  TO 
RESTRICTED  AREA  "2" 

"tN  A SERVICE~CENfER 

White  card,  yellow 
background  in  photo 
area 

example  of 

FEDERAL  EMPLOYEE  ID  CARD 


NOT  AUTHORIZED 
ACCESS  TO  ANY  RESTRICTED  AREA — 


White  card,  blue  background 
in  photo  area 


EXAMPLE  OF  EMPLOYEE  ID  CARD 


AUTHORIZED  ACCESS  TO 
RESTRICTED  AREA  "r" 
Tn  A DISTRICT 

White  card,  yellow 
background  in  photo 
area 

EXAMPLE  CF 
IRS  EMPLOYEE  ID  CARD 
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Samples  of  Authorized  ID  Cards 

BACK  OF  ID  CARD 

NON-FEDERAL 


IRS  EMPLOYEE 


IH  Manual 


MT  1(10)00-66 


1(16)00  Physical,  Document  and  Computor  Systems  Security 

Exhibit  1(16)50-6 


payc  t(16)OC-30 

(5-30-8 
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ID  Card  Request  Form 


IRS  Idcnti fienrion  Cnrd  Request 
NCC,  Dnta  and  Service  Centers 
Employees 


If 


t- 

TT 


cc 

* 

•» 

to 


Name 


JOHN  V,  SAMPLE 


3 

<£> 


X 

ES 

o 

u.  IO 


PTTvacy  Act  SUtMtwt 

G enarat  — This  w-?k*rn*tion  »s  piovxfed  txxsoant  to 
put*c  Law  93  579  (PTrvecy  ActoM974)  December 
31.  1974.  kx  KKfrvwiuals  comptatmg  th»s  form. 

PmpOMt  and  Roulkw  Um  — Prowfes  Hx  »mpM 
menuionuf  an  idenl'fccafion  syrfern.  ifi  reqi jwementa 
and  momtorjNp  Routine  ckscioscKe  0<  ntoirruttion 
contained  r i this  system  o<  records  may  bo  made  to 
the  Department  of  Justice 

Authority  — 5USC  301 

Effects  of  Mo rtdiscJoeur*  — Disclosure  of  the  m4or- 
msiion  is  voluntary  **  ®fe  mtonmartion  rs  not  pro^Oed. 
an  toenhf»cat»oo  card  win  not  be  issued  and  access  to 
IRS  laoMies  wtR  be  restricted. 


0 Inactive 
□ Destroyed 
0 Resigned 
0 Transferred 
0 Deceased 
0 Lost  stolen 
0 Reared 
0 Nerne  changed  to 


Oats 


0 Other. 


Fomi55aCH(FW*.fr«I! 


MT  1(16)00-66 


0 


IR  Marxo. 


99“00(9l)l  It'S 


Or,.*-* 
UJfit— ' 
'•'.S  I 
OoM 

^~!nj 
^gioi 
OOE  l-cr 
vjms  lun 


**■  n 

'<  S 


§ i 

*5  3 
S 5 


SAMPLE,  John  V. 

1 Name  (Last.  First.  Middle  Initial) 

2 Home  Address  (Number  and  Street) 

1234  Main  St. 

) City.  Slat'  and  2t  Cede 

Anytown,  USA 

6 f»pe  employee 
GSA  X Other  Fed 

Nrn. fee  * tr  ease  comp'efe  re^e'sei 
S 'Kithnrif-ng  0*  :*•  s Signature 

L 

[ JO  T i*i^ 

Chief,  Facilities  Mgmt  Br 


4 Birth  Date 

12/12/12 

5 Home  Telepncr-  No 

111-1234 

Authonj.fl  A.cas  IS'tcit, . 

None 


• Date/  / 

ih  /W 

II  TPipPh^oo  Nn  ;•  t«» 

Xllll 


(Rev  4-62)  Non  IRS  identification  Card  Request 


(Set  Pe^c'tei 


Department  the  T-fasu,y 

Internal  Peverue  Se»v  ce 


h*»K»  A«1 

01 Nt  N 41  — t**-4  <*■>  * to 

$\A»*  l**  I)  \7f  i^mOtf  A«1  ti*  t|?4l  OfC^AnO*.  Jt 
1 $74  I O'  i’»»«u«i|  (<y*'piff.ny  ir«<«  tgi<« 

euweoail  A NO  AOVTlNf  Util  - lw 

& *A  lytunt  *1  IN^II 

*Ad  <-sw»<y  te»p  N^^oicJM-yi  o> 

(OeWAK  *"  rv»  m>*f«  0>  r+CO>04  M *-*«»  to  I** 
o'  Ml<» 

AUTNOAlTY  - HrSC  301 

uetCTt  or  NONoitcicium  - * in.* 

>8  f i ,Wcwn"t*-OA  ’I  r*x  paov-OOd 

tn  C«rfl  ik«!  »nd  to  l*S 

'KN*«  *-«  b*  netoM 


12.  Activity  (Check  Appropriate  Box) 

□ Cafeteria  $1  Repairperson 

□ Janitorial  Q Salesperson 

□ Vendor  □ Guard 

□ Contractor  Q Other  


□ INACTIVE 

□ DESTROYED 

□ RESIGNED 

□ TRANSFERRED 

□ DECEASED 

□ 10ST/ST01EN 


□ RETIRED 

□ NAME  CHANGED  TO; 

□ OTHER  


13.  Company  Name 

IBM 

14.  Location  (City  *n^  SWI 

2345  Maple  Avenue,  Anytown,  USA 

15.  Telephone  Number 

321-4321 

Form  5519  (R*v.  4 82) 
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ID Card  Request  Form 


IRS  Identification  Card  Request 
for  Regions  and  Districts 

Employees 


JOHN  V.  SAMPLE 


cc 

o 

«* 

10 


- o 


c o 

t*  — 
2 
i/> 

a. 


StM 

c® 


I 


Privacy  Ad  Ststafew* 

Gcnmsl  — This  information  is  provrVvJ  pursuant  to 
pualc  Law  S3-S75  (Privacy  Act  of  1974)  Oeceinoer 
31.  1974.  lor  wdivxluat  compieling  tins  form 

Purposaa  and  Rodina  U«*t  — Prowies  for  inySe- 
ncnu<tKXi  ol  an  identification  system.  ns  requircmenls 
and  momlocship  Routine  disclosure  of  nformaiicn 
contained  in  tins  system  of  records  may  be  made  to 
tire  Department  of  Justice 

Authority  — 5USC  301 

Enacts  of  Nondiacloeure  — Disciosuro  ol  Itns  mfor- 
matiori  is  voluntary,  tf  the  information  is  nor  provided, 
an  Identification  card  win  not  be  issued  and  access  to 
IRS  facilities  wrL’  be  restncJed. 


Ohio 

Q Inactive 

□ Destroyed 

□ Resigned 

□ Transferred 

□ Deceased 

□ Lost  stolen 
0 Retired 

Q Name  changed  Id 


0 Other 


ISSUED 

RETURNED 



- 





Form  6023 
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Daily  ID  Card  Inventory  Report 


paje  1(16)00-30.10 

(0-30-64) 


POO/OFFICE 

RESTRICTED  AREA 
( -I^YES  ( ) NO 

FJERlOD  F.NDING 

GROUP 

BRANCH 

DIVISION 

P 
A r>i 

CODE:  ^ - AL.L  CARDS 

ACCOUNTED  FOR 
X - MISSING  CARDS  - 
SEE RF MARKS 

Formate  irvl*  form  to  aacurtty  »utt / fcv*nch  »t  Jh«  and  of  wrmry  month  to  arrlv*  no  Utar  than  mm  2nd  **xtulay  of  ••cii  month. 

Form  6662  ■.  D#p*rtm#o!  of  tha  Treasury  — Internal  Rt»y^  Sarvtc# 
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Suggested  Methods  of  Recovering  ID  Cards  on  an  Individual's  Last  Workday 

1.  Employees  who  aro  terminating  employment  (i.o.,  resignation,  termination,  retiremen 
transfer),  should  return  thoir  badge  to  the  card  unit  on  their  last  workday. 

a.  All  employees  at  centers  and  those  working  in  district  restricted  areas  should  b 
issued  an  appropriate  coded  non-photo  ID  card  by  the  receptionist/guard  der 

'or  tho  badgo  unit  to  be  worn  for  the  remainder  of  their  shift  and  turned  in  as  tht 
exit  the  facility/district  restricted  area. 

b.  The  recoptio.oist/guards  can  be  instructed  to  issue  a non-photo  badge  to  ar 
employee  who  presents  an  Employeo  Clearance  Form. 

2.  Employees  going  on  non-work  status  (furloughed)  could  be  handled  in  any  of  the  followin 
ways: 

a.  Supervisors  pick  up  thoir  cards  immediately  prior  to  the  end  of  the  shift  on  the 
last  workday.  Prior  to  collecting  the  cards,  the  supervisor  should  escort  tho  en 
ployoe  to  an  approved  exit.  Supervisors  can  immediately  turn  the  cards  in  to  th 
card  unit;  or,  if  the  card  unit  is  closed,  they  can  give  the  cards  to  the  guards  at  th 
main  guard  control  center.  Guards  can  then  be  responsible  for  their  safe-keepir 
and  turn  them  in  to  the  card  unit  the  next  morning.  Cards  should  always  b 
accompanied  by  a list  of  employees  placed  on  non-work  status  and  it  the  card 
not  turned  in,  there  should  be  an  explanation  as  to  why  and  what  action  th 
supervisor  is  taking  to  recover  the  card. 

b.  Employees  could  be  required  to  turn  their  cards  in  directly  to  the  card  unit  durir 
prime  shift  or  to  the  guards  at  other  than  prime  shift.  Employees  in  centers/di. 
trict  restricted  areas  should  be  issued  an  appropriate  coded  non-pholo  card  ; 
bo  worn  during  tho  remainder  of  their  shitt.  Visitor  Register,  Form  5422,  shou 
be  used  to  control  non-photo  card  issued  to  these  employees.  Columns  title 
"Address,"  "Representing”  and  "Calling  On”  need  not  be  completed  by  IR 
employees.  In  district  restricted  areas,  a Restricted  Area  Register,  Form  542 
can  be  used  in  lieu  of  the  Form  5422  to  control  non-photo  cards  issued  to  thes 
employees. 

3.  Employees  who  resign  by  calling  in  their  resignation,  or  who  send  in  a letter  of  resignatioi 
will  be  informed  that  they  must  return  tho  Service  ID  media  that  they  had  been  issuer 
Local  directives  must  be  followed  for  employee  clearances  under  these  circumstance, 
however  the  individual  receiving  the  telephone  call  or  letter  should  immediately  notify  th 
"Designated  Agent”  and  request  a hold  be  placed  on  the  pay  check  until  all  govemme: 
property  is  returned  and/or  the  "Employeo  Clearance  Form"  is  properly  completed. 


* 
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Location  Codes 

c 


l 

* 


REGION— CODE 

SOUTHEAST-  1 


MIDWEST- 


CENTRAL— 4 


SOUTHWEST— 5 


I 

NORTH-ATLANTIC— 6 


MID-ATLANTIC— 8 


ALPHABETICAL 
CODE  LISTING 

58 

Atlanta 

07 

Atlanta* 

63 

Birmingham 

57 

Columbia 

65 

Ft.  Lauderdale 

56 

Greensboro 

64 

Jackson 

59 

Jacksonville 

71 

Little  Rock 

49 

Memphis’ 

62 

Nashville 

72 

New  Orleans 

46 

Aberdeen 

36 

Chicago 

42 

Des  Moines 

45 

Fargo 

09 

Kansas  City* 

61 

Hotona 

39 

Milwaukee 

47 

Omaha 

37 

Springfield 

43 

St.  Louis 

41 

St  Paul 

31 

Cincinnati 

17 

Cincinnati* 

34 

Cleveland 

38 

Detroit 

35 

Indianapolis 

61 

Louisville 

55 

Parkersburg 

85 

A.ibuquerque 

74 

Austin 

18 

Austin* 

83 

Cheyenne 

75 

Dallas 

84 

Denver 

76 

Houston 

29 

Ogden* 

73 

Oklahoma  City 

8G 

Phoenix 

87 

Salt  Lake  City 

48 

Wichita 

14 

Albany 

08 

Andover* 

01 

Augusta 

04 

Boston 

19 

Brookhaven* 

11 

Brooklyn 

16 

Buffalo 

03  Burlington 
06  Hartford 
1 3 Manhattan 
02  Portsmouth 
05  Providence 

52  Baltimore 
22  Newark 


CODE 

07 

49 

56 

57 

50 
59 
62 

63 

64 

65 

71 

72 


numerical 

LISTING 

Atlanta* 

Memphis* 

Greensboro 

Columbia 

Atlanta 

Jacksonville 

Nashville 

Birmingham 

Jackscn 

Ft.  Lauderdale 

Little  Rock 

Now  Orleans 


09  Kansas  City* 

36  Chicago 

37  Springfield 

39  Milwaukee 

'll  St.  Paul 

“12  Des  Moines 

■13  St.  Louis 

45  Fargo 

46  Aberdeen 

4 7 Omaha 

81  Helena 


17  Cincinnati* 

31  Cincinnati 

34  Cleveland 

35  Indianapolis 

38  Detroit 

55  Parkersburg 

61  Louisville 

18  Austin* 

29  Ogdon* 

48  Wichita 

73  Oklahoma  C:ty 

74  Austin 

75  Dallas 

76  Houston 

83  Cheyenne 

84  Denver 

85  Albuquerque 

86  Phoenix 

87  Salt  Lake  City 

01  Augusta 

02  Portsmouth 

03  Burlington 

64  Boston 

05  Providence 

06  Hartford 

08  Andover* 

1 1 Brooklyn 

1 3 Manhattan 

1 4 Albany 

1 6 Buffalo 

19  Brookhaven* 

22  Newark 

23  Philadelphia 


JR  Manual 
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Location  Codes 

REGION— CODE 
MID- ATLANTIC — 8 Cont. 

WESTERN— 9 


OTHER 

• Service  Center 


ALPHABETICAL 

NUMERICAL 

CODE 

LISTING 

CODE 

LISTING 

23 

Philadelphia 

25 

Pittsburgh 

28 

Philadelphia* 

28 

Philadelphia* 

25 

Pittsburgh 

51 

Wilmington 

54 

Richmond 

52 

Baltimore 

51 

Wilmington 

54 

Richmond 

92 

Anchorage 

33 

Laguna  Niguel 

82 

Boise 

68 

Sacramento 

09 

Fresno* 

77 

San  Jose 

99 

Honolulu 

02 

Boise 

33 

Laguna  Niguel 

88 

Las  Veoas 

95 

Los  Angelos 

e9 

Fresno’ 

93 

Portland 

91 

Seattle 

88 

Las  Vegas 

92 

Anchorage 

68 

Sacramento 

93 

Portland 

77 

San  Jose 

94 

San  Francisco 

94 

San  Francisco 

95 

Los  Angeles 

91 

Seattle 

99 

Honolulu 

98 

Assistant 

Commissioner 

(Internationa!) 

10 

National 

Computer  Center 

12 

IRS  Data  Center 

12 

IRS  Data  Center 

10 

National 

Computer  Center 

50 

National.OHice 

50 

National  Office 

98 

Assistant 

Commissioner 

(International) 

800 

National  Office 
(Old  tf) 

800 

National  Office 
(Old  #) 

l 


MT  1(16)00-78 
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Semi-Annual  Audit — Non-Photo  ID  Card  Certification 
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Numerical  Pocket  Commission  Record 


NAR 

1 

Numerical  Pocket  Commisvion  Record 

lol. 

:U 



UJ, 

TiU  ot  Pucfc-vi  C‘»rwn<*»*oo,'0*ii  1 — i.urf 

Coda/ 

25000E 

Thames , River 

Special  Agent  - 9/30/80 

25001E 

Hero,  I.  M.  A. 

Special  Agent  - 10/2/80 

25002E 

Instant,  kcply 

Special  Agervt  - 10/2/80 

25003E 

Sky,  Horning 

Special  Agent  - 10/2/80 

L-11 /11/83 

25004E 

Special  Agent  - 10/2/80 

25005E 

Issue,  To 

Special  Agent  - 10/2/80 

R-12/31/83 

25006E 

Sand,  Box 

i 

Special  Agent  - 10/3/80 

25007E 

Tomatoe,  Juice 

Special  Agent  - 10/3/80 

25008E 

Security,  Guard 

Special  Agent  - 11/4/80 

25009E 

Turns , The  World 

i Special  Agent  - 11/4/80 

25010E 

Underdog,  Today's 

Special  Agent  - 11/4/80 

25011E 

Purple,  Color 

Special  Agent  - 11/5/80 

25012E 

Important,  Paper 

25013E 

Down,  Under 

25014E 

Bananna , Cake 

25015E 

25016E 

25017E 

25018E 

25019E 

i 

25C20E 

25021E 

25022E 

25023E 

25024E 

25025E 

25026E 

. 6653  b-*« 


n\  o<  T mm ury— low rmmt  t 
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Form  1930 


o 


o 

UJ 

CO 


NAME  VIRGINIA  K.  PEACH 

title  Tax  Auditor 

org.  symbol  A:  BC : D : E : F : . 

post  of  duty  Brooklyn  District 


DESCRIPTION  OF  PROPERTY  (Include  serial  or  identification  No.  where  applicable) 


Pocket  Commission  #NAR12345A 
Title:  Tax  Auditor 


I acknowledge  receipt  of  the  above  described  property  and  certify  it  will  be  used 
cnly  in  connection  with  my  official  duties.  The  properly  will  be  returned  when  it 
is  no  longer  required  for  such  duties  or  upon  prior  request  of  the  property  officer. 


11-4-80 


SIGNATURE  OF  RECIPIENT  DATE  RECEIVED 


CUSTODY  RECEIPT  FOR  GOVERNMENT  PROPERTY 


DEPARTMENT  OF  THE  TREASURY 
FORM  (Rev.  10-62)  i . INTERNAL  REVENUE  SERVICE 
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Pocket  Commission  Request 

internal  Revenue  Service 

memorandum 

date:  March  21,  1984 
to:  Security  Officer 

National  Office  Protective  Program  Unit 
from:  Branch  Chief,  Exam  IV 


subject:  Pocket  Comtni  scion  Request 


Please  issue  a non- enforcement  pocket  commission  to:. 

Virginia  K.  Peach 
TITLE:  Tax  Auditor 

Miss.  Allen  works  in  our  Baileys  Crossroads  office,  and  this 
commission  will  replace  the  one  stolen  from  her  on  September  3rd, 
1980,  see  report  dated  September  9th,  1980. 
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6 Stcvtn  C.  Elru 

o rim  Special  Agent 
“ one  STMBot  CP:  C:M 
Sjrosr  or  Derr  Nutional  Office 

DCSCMlfTlON  OF  rHOftRTT  {Imlt+Jr  jmo/  or  tJent»(tfaliim  No.  where  mpp/icmhte) 

Enforcement  Badge  # 566 


I acKrx>«Sed*e  receipt  of  tr*  atx*<e  described  pmperty  a.id  certdy  it  will  be  used 
orty  in  connection  »iih  my  oft.e»*l  dut.es.  Tt*  property  «»|l  be  retorrwd  when  it 
is  m locker  icquirrd  fur  such  duties  or  uron  ?*ior  r^uest  of  the  property  officer. 


is  longer  lequ./rd  fix  such  dut 

J&v^C.  Q£~o. 


10-20-80 


CX  NCt.ieitMT 


currtfur  receipt  for  coverpce*:  property 


rO«M  |tj|  !(»•»  104CJ 


i^.re  Rtf.eivco 


OC.rAfTM(NT  oe  me  T*»tAXC*»»V 
IMTIUNAI  RIVfNUC  SLRViCC 
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orm  6054 

Internal  Revenue  Service 

memorandum 

dare:  August  23,  1983 

to:  Security  Officer 

Jacksonville  District 

Item:  Security  Officer 

Brooklyn  District 

Subject:  Transfer  of  Crin.in.il  Investigation  Enforcement  iiadgeu 


The  Special  Ager.t(c)  listed  below  haa  (have)  traneferred  to  your  jurisdiction: 

Agents  Location  (by  POD,  DiBtxict,  Region) 

gadgv  1*  Kage Forger  Office Deo  Office 


1309  Oak,  Kicard  T. 


Smithtown 
Brooklyn  District 
NAR 


Ft.  Myers 
Jacksonville  Dist. 
SER 


I certify  that  the  records,  were  properly  ch.'Uiged  at  tliio  officer 


(:)  Looing  Heglon 


/Kin  ,/  J */,  / '/  ^ 

i ncKc  A date). 


Jnafce  A date),  ~t~  j 

i/f  Gaining  Region  -fS/  j /9 } 3 

^ane.A  date  ^ a 7~' j/  . 

P/  national  Office  C\'.A 


(^rSuae  & da 


6664 


u-eu 


DvpNmwnt  oi  tM  l Re 
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Form  6402 


Form  640J(5-60)  Enforcement  Badge — Deposition 


LNFORCLMEN'T  &ADC.E  - Dt£F*OS!T*OM  j *•<*•  # /JL*> 


LJ  I do  t*ot  hiiA  lo  rrty  f 

s’ 

CK"  t wtah  w>  r»»ln  my  t fe *fi#<  K *•<  bun  dw*b^ td  « nd 


•Y»m4  in  kjciia.  My  cfM(k  to*  tJJ 


- C'kmirv*!  tnwvxt^aUK/IrMpwcUkr 


_totth«<  PtU  iiptnw  h ir.acKad. 


wmem 


H o b*  c on  <>  U i rd  by  CnminJ  |*rr»rt*#«tk>n  o>  I ni*' ! fc«cur  ity  CW «c*  rf  6*09*  U to  Km 
mtlnadj 


I wfilfy  fS«i  \ hs  fubjoct  ******  ^ txt^iwx'ty  0<mM*d  «rwP  ►**CAe*d  In  kxlu  for  (fall vwy 

to  iho  rnlm.  J / / \ T“7  > 


(IfTtttwr*  - TltU  • CVto 


Form  €402  (6*01 


f»v*  b+»<k  r**p*'ty  <S  $nO  kcamk 

tL. 

LoLhu^  cj' , 


(t  ih«  Tr^wory  — ImatmI  n«m«H 


1.  The  top  portion  of  the  card  vill  be  completed  end 
signed  by  the  Crininal  Inveetigetor/Inspector  the 
bsdge  v»  Issued  to. 

2.  The  lower  portion  of  the  card  will  be  signed  by  the 
representative  of  the  Assistant  Cosmleolonor, 
(Criminal  Inveetigation) | Assistant  Degiontd.  Com- 
misaioner, (Criminal  Investigation);  or  the  Direotor, 
Internal  Security  Division,  Kntloonl  Office. 


MT  1(16)00-78 


muooaa 


!R  Manual 


1(16)00  Physical,  Document  and  Computer  Systoms  Socurity 

Exhibit  1(16)50-ie 


page  1(16)00-30.22 
(2-19-67) 


(Reserved) 
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Pocket  Commission  Titles  ( 

(a)  Commissioner 

(b)  Deputy  Commissioner 

(c)  Associate  Commissioners  and  Regional  Commissioners 

(d)  Assistant  Commissioners  and  Deputy  Assistant  Commissioners 

(e)  Chief,  Deputy  Chief,  Associates  Chief.  Regional  and  District  Counsel 
(f;  Division  and  Assistant  Division  Directois 

(g)  Director  and  Assistant  Director  of  Districts,  Service  Centers,  the  National  Computer  Cerlei 
and  Data  Center. 

(h)  Appraiser—  (GS-1 1 71) 

(i)  Attorney  and  Attorney  (Estate  Tax)  (GS-005) 

(j)  Audit  Proyiam  Manager — (GS-d'-'O) 

(k)  Communications  Specialist  (GS-393)  (Cl  only) 

(l)  Disclosure  Enforcement  Specialist — (GS-301)  Non-cn'ercement 

(m)  Disclosure  Officer  (GS-301) 

(n)  Disclosure  Specialist — (GS-301) 

(o)  Employee  Plans/Exempt  Organization  Conferee — (GS-345) 

(p)  Engineer — (Any  position  in  the  classification  group  GS-800) 

(q)  Financial  Analyst — (GS-1 1 60) 

(r)  Forester  (GS-46C) 

(s)  Geologist — (GS-1 350) 

(l)  Inspector — (GS-1 811) 

(u)  Internal  Auditor — (GS-511) 

(v)  Intelligence  Analyst  (GS-301)  (non-enforcement) 

(w)  Internal  Revenue  Agent — (GS-512) 

(x)  Investigative  Aide — (GS-1 802)  (non-enforcement) 

(y)  Investigative  Assistant — (GS-099)  (non-enforcement) 

(z)  Investigator — (GS-1 8 10) 

(aa)  Revenue  Officer — (GS-1 1 69) 

(bb)  Revenue  Representative  (GS-592  and  GS-099) 

(cc)  Security  Officer — (GS-301  and  GS-345) 

(dd)  Special  Agent.  Criminal  Investigation  Division — (GS-1 811) 

(ee)  Tax  Auditor — (GS-526) 

(ft)  Tax  Examining  Assistant  (GS-099) 
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R *«!»>•  I l»*vf 


Identification  Mc*cJin  Hoqnest/Co'vtrol 

/r,r,,.„*  .,.  ,ri>  • nc.  iv  ; 7 7 7; 


a own  Tnim  H If)  { f »«*v.  <1  • ?'.}) 

O'H  •nit*  i>/  fu  tor  unit's 


j r,f  rKr  'll  calory 
I r ; f *» r nil  I (f/enuo  SCfVlCO 


,y-;l 


4.  Until  U.itii 


ft.  Aitllicr  «;*'il  It»fnlri  An'.r.  Imlir 


Rp«ISIl 


6020  (B-7f 


* 

*1  < 

V 

■ N..' 

• 'V^»: 

/-w 

e <7^  *. 

:*  t *;>*., 

:$&: 


\i\V. 


■ J 

d«  !-,*.>« 


■m 


Perry,  PrU'jnj  l c A. 

1 fV ,wt'c  ( /.  .i.\J.  / ir:,J,  Muhllf  Inilt.ti) 


r m o -7o\  IRS  1 dm  1 1 t‘C.M • * '«»  Can!)  tMdp.c  Request 
6028  A(8-7S)  for  Rodions  ami  histricts 


<r,cc  ilcvcrr.c) 


r,,  .Wt '» 'Si  ‘ AV  v\  ;,. 

I »V 4 v-'  >'*  ' I 


-1.  Ruth  ll.it o 


*>  1 1( >r t \r?  Telephone  No. 


(i.  Aii!l>nn/c<J  To  tutor  Ato.r,  Ir-dic ,»l '*<1 

/ Aiil ti'jr Official's  oip.n.ilmo 

ft  Date 

').  1 (’.!«? 

10.  Irh’phtMie  No. 

Uep.irimmt  of  I ho  Treasi 
Internal  Revenue  Servic 


